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1. Introduction
Wakefield Council is responsible for the regulation of the Hackney Carriage and Private Hire
trades within the boundaries of the borough of Wakefield.
This policy and related procedures will guide the work of the Council in the way in which it
carries out its functions. The policy has immediate effect and will be applied to existing licenses
and new applications received after the date that the policy is adopted by the Council. The
Council reserves the right to overturn a decision that has previously been made, or refuse a
renewal of a license, where clear errors are discovered. In addition, the Council will undertake
periodic auditing of currently licensed drivers and vehicles to ensure that the policy is adhered
to and is being followed in its entirety. Such audits will be conducted using this policy as the
required standard.
The policy has been developed by the Council after consulting with both the public at large
and the trade in particular. In developing this policy, we have also taken into consideration:













The Council’s licensing aims and objectives (see section 3 of this policy)
Current legislation
Other Wakefield Council polices
The Office of Fair Trading “The Regulation of Licensed Taxi and PHV Services
in the UK” 2003
Taxi and PHV Licensing Criminal Convictions; Policy, Local Government
Regulation, Sept 2010
Guidance on the Rehabilitation of Offenders Act 1974 – March 2014
Disclosure & Barring Service Information Note on Rehabilitation of Offenders
Act 1974 and Police Act 1997 Orders - 2013
Regulators’ Code 2014
The Department for Transports “Taxi and Private Hire Vehicle Licensing:
Protecting Users (consultation version).
Taxi and private hire vehicle licensing: recommendations for a safer and more
robust system
The Statutory Taxi and Private Hire Regulations July 2020.
Taxi and Private Hire Licensing Best Practice Guidance 2010.

This policy sets out the requirements and standards that must be met. In exercising its
discretion in carrying out its regulatory functions, the Council will have regard to this policy
document. However, each application or enforcement action will be considered on its own
merits.
The Council will formally review the policy statement at least every five years and informally
re-evaluate it from time to time. Where revisions are made, the Council will publish a statement
of such revisions, along with a revised policy.

2. Definitions
The Local Government (Miscellaneous Provisions) Act 1976, as amended, (“the 1976 Act”)
and the Town Police Clauses Act 1847(“the 1847 Act”) provide the regulatory framework for
Wakefield Council (the “Council”) as the Local authority (The “Authority”) to carry out its
licensing functions in respect of Hackney Carriage (taxi) and Private Hire Licensing.
This document sets out the policy that the Council will apply when making decisions about
new applications and licenses currently in force. This policy applies to:
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Hackney Carriages; being a vehicle available to transport the public with no
more than 8 passenger seats, which is licensed to ply for hire. This means that





it may stand at ranks hailed in the street by members of the public, or undertake
pre- booked work
Private Hire vehicles: licensed to carry no more than 8 passengers but must be
booked in advance by customers through an operator and cannot ply for hire
in the street.
Private Hire operators
Hackney Carriage and Private Hire drivers

In undertaking its licensing function, the Council will comply with relevant legislative
requirements including:










Town Police Clauses Act 1847 and 1889
Local Government (Miscellaneous Provisions) Act 1976
Transport Act 1985 and 2000
Crime and Disorder Act 1998
Environmental Protection Act 1990
Equality Act 2010
Road Traffic Acts 1988/ 1991.
Health Act 2006
Human Rights Act 1998

The Council will also have regard to other strategies, policies and guidance in its decision
making and also to wider considerations affecting visitors, employers and residents. These
include, but will not be limited to: the availability of Hackney Carriage and Private Hire transport
at all times; public nuisance; pollution; crime; and the capacity of the trade to cope with
customer demand, particularly at night. The Council will also follow the principles laid out in
the statutory Regulator’s Code and any recommendations from the Office for Product Safety
and Standards.

When considering the Equality Act 2010, the Council will also have regard for the Public
Sector Equality Duty, which places a duty on the Council to have due regard to:

o
o
o

Eliminate unlawful discrimination
Advance equality of opportunity between people who share a protected
characteristic and those who do not.
Foster or encourage good relations between people who share a protected
characteristic and those who do not.

Through the Policy, the Council seeks to deliver on the duties placed upon it through the
Equality Act. The Council will have regard for the above measures in dealing with the licensing
objectives, by protecting the public and licensed drivers from discrimination and ensuring that
any unlawful discrimination is dealt with appropriately, working with representatives of the
trade and the Police.

3. Aims and Objectives of the Hackney Carriage & Private Hire Licensing
Policy
The principal purpose of Hackney Carriage and Private Hire licensing is to protect the public
and promote public safety. The Council will adopt and carry out its Hackney Carriage and
Private Hire licensing functions with a view to promoting the following:
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The protection of the public, safeguarding children and the vulnerable and the
prevention of crime and disorder,
The safety and health of the public and drivers,
Vehicle safety, comfort and access,
Encouraging environmental sustainability,

In promoting these licensing aims and objectives, the Council will expect to see license holders
and applicants continuously demonstrate that they meet or exceed the standards set by the
Council.

A. The protection of the public, safeguarding children and the vulnerable and the prevention
of crime and disorder,







Raising awareness amongst the licensed trade, and the general public, of issues of
safeguarding children and vulnerable adults.
Operating rules, conditions and disciplinary processes.
Vetting, qualification, training and monitoring licensees.
Measures to prevent noise, odour and light nuisance from Hackney Carriage and
Private Hire activities.
Commitment to work with the police and licensing authorities.
An expectation that license holders will treat all customers, passengers, the general
public and Council officers with respect and courtesy at all times.

B. The safety and health of the public and drivers








The establishment of professional and respected Hackney Carriage and Private Hire
trades
Consideration of history of convictions and cautions.
Driver training, qualification and performance.
Knowledge of the Wakefield area.
Health and fitness to fulfil the role of a licensed driver.
Crime prevention measures.
Vehicle specifications.

C. Vehicle safety, comfort and access









Standards of vehicle comfort and appearance.
Space standards for vehicles.
Location of ranks.
Use of ranks.
Provision of disabled facilities.
Number of vehicles available.
Provision for the aged and the young.
Provision of safe and comfortable premises for customers to use.

D. Encouraging environmental sustainability
The Council will work with stakeholders in the trade, elected members and partners to find the
most appropriate methods of further reducing vehicle emissions.
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These aims and objectives will be taken into account by the Council when making decisions.
It is recognised that the licensing function is only one means of securing the delivery of the
above objectives.

Cross-border hiring
The issue of cross-border hiring is currently one of the largest issues surrounding licensing
that the Council has. This policy sets a high standard for those who are licensed by this
authority, and aims to implement a fair but robust process. However, if an application is
refused by this Council, any other authority in the country may license a driver, based on the
same information, but assessed against a less robust or differing criteria. Once this driver is
granted a license, he/she will then be able to lawfully operate across Wakefield and potentially
in other areas of the country, despite being refused a license by this authority.
The Council believe that this poses a significant risk to this policy, and undermines the
licensing objectives that this authority has set. This national issue poses risks to the protection
of the public, the safeguarding of children and the vulnerable, the prevention of crime and
disorder, and the safety and health of the public.
The Council recognises its responsibility and will use all opportunities to protect the public,
particularly children and the vulnerable, against this issue. The Council will continue to lobby
Government to prioritise this issue and apply national minimum standards to licensed drivers.
The Council will continue to work in partnership with the locally licensed trade, its neighbouring
authorities, West Yorkshire Police, local businesses and local people towards the promotion
of the aims and objectives of this policy.

4. Delegations
Under the Council’s Constitution, the Licensing Committee has the authority, amongst other
licensing matters, to discharge non-executive regulatory board functions with respect to
Hackney Carriage and Private Hire licensing. This function is further delegated to the
Licensing Sub Committee comprising of 3 elected members drawn from the Licensing
Committee who may determine applications, contraventions, suspensions and revocations.
References regarding the Licensing Committee (the Committee) shall, in this policy, also be
inclusive of the Licensing Sub Committee.
The Corporate Director of Communities, Climate and Environment change (the “Director”) has
been delegated by the Council to grant, suspend and refuse licenses.
The Director is authorised to appoint authorised inspectors and officers to investigate and
discharge statutory duties. These officers include the Council’s, Licensing Manager, Senior
Licensing Officers and enforcement Officers. Such authorised powers include the issuing of
warnings, suspension notices, and any other enforcement related sanction approved by the
Council.
A scheme of delegation is in place which authorises the Licensing Manager and senior
Licensing Officers to make decisions in respect of immediate revocation on the grounds of
public safety. The delegation also permits the Licensing Manager or senior licensing Officers
to revoke without immediate effect the driver where appropriate. The scheme of delegation
also permits the Licensing Manager, senior Licensing Officers and also enforcement officers
the power to suspend taxis and Private Hire Vehicles where appropriate.
The full details of the scheme of delegation are listed at Appendix N.
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5. Driver Requirements
All drivers must satisfy the Council that they are fit and proper to be granted a drivers’ license,
and must then remain a fit and proper person for the duration of that license. The fitness and
propriety of a driver will be monitored / assessed throughout the period that the license is held.
Applicants are expected to act with honesty and integrity throughout the application process,
and must therefore fully and accurately disclose any information that is requested. This
includes information regarding previous convictions, warnings and reprimands, current
investigations and pending criminal proceedings.
The Council aims to ensure that Operator, Private Hire and Hackney Carriage services
delivered within the District are of a high standard. The application and compliance procedures
are designed to ensure these standards are maintained, monitored for compliance and
appropriately enforced.
The sections below, therefore, apply equally to Private Hire and Hackney Carriage drivers
unless indicated and the application procedure is set out in Appendix A.

5.1 Fit & Proper Person Test
The Council considers that licensed drivers are in a position of trust, and therefore the council
must ensure that applicants / license holders are and remain fit and proper to hold a license.
This requirement is contained within Sections 51 and 59 of the Local Government
(Miscellaneous Provisions) Act 1976 (Part II).
The term “Fit and Proper Person”, more recently referred to as “safe and suitable” for the
purposes of taxi and Private Hire licensing is not legally defined. However, in determining
whether a person is fit and proper to hold a license, those tasked with determining licenses /
applications are effectively asking the following question of themselves:
Without any prejudice, and based on the information before you, would you allow a person for
whom you care, regardless of their condition, to travel alone in a vehicle driven by this person
at any time of day or night?
All decisions on the suitability of an applicant or licensee should be made on the balance of
probability. This means that an applicant or licensee should not be ‘given the benefit of doubt’.
If the licensing sub- committee or delegated officer is only 50/50 as to whether the applicant
or licensee is ‘fit and proper’ or “safe and suitable”, they should not hold a license. The
threshold used here is lower than for a criminal conviction (that being beyond reasonable
doubt) and can therefore include information that goes beyond criminal convictions.
In order to assess the suitability of an applicant (and to inform decision makers when
answering the question above), the Licensing Authority will undertake whatever checks and
apply whatever processes it considers necessary to ensure that licenses are not issued to, or
used by, unsuitable people.
In assessing the suitability of an applicant or license holder, the Council will take into
consideration the following factors:

o
o
o
o
o
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Criminality
Period of holding a driver’s license
Number of endorsed driving license penalty points
Right to work in the UK
Medical fitness

o
o
o
o
o
o
o

Standard of driving / driving ability
General conduct / standards of behaviour (including social media)
The conduct of the applicant in making the application (e.g. whether they have
acted with honesty and integrity during the application process).
The previous licensing history of existing / former license holders (including
honesty and integrity).
Theoretical knowledge of issues and matters related to the work of a licensed
driver.
The Public Sector Equality Duty
In addition, the Council will also consider further information sources such as
the Police (including abduction notices); Children and Adult Safeguarding
Boards; other licensing authorities; and statutory agencies.

5.2 Application process
This Council issue licenses that enable the driving of both Hackney Carriages and Private Hire
Vehicles. Licenses shall be issued for a maximum period of 3 years but the Council can grant
licenses for a lesser period if deemed appropriate.
Applicants shall have a minimum of 3 years of holding a full driving license issued in the UK.
Applicants who hold a non UK license must convert that license to a UK license before an
application can be made.
Applicants will be required to supply a DVLA code for the Council to access their driver records
as part of the application process.
In addition, a third party service may be used to assess the suitability of applicants based on
their general behaviour whilst using the internet (in particular social media sites).
Applicants shall provide proof that they have a statutory right to work in the UK and any
applicant that has a limited right to work shall not be issued a driver license for a period longer
than that limited period. The Council will process applications in accordance with the
Government Guidance for Local Authorities to prevent illegal working in the Taxi and Private
Hire sector which can be found at ‘Guidance for Licensing Authorities to prevent illegal working
in the taxi and private hire sector in England and Wales’ Produced by the Home Office (2nd
edition, Crown Copyright) January 2018
The information submitted as part of the application process will be shared, when applicable,
with other Council Departments and external statutory bodies e.g. Police and HM Customs &
Excise. An individual will not be considered fit and proper or safe and suitable to hold a license
if there is any evidence of dishonesty, and/or it can be shown that an applicant or existing
license holder has misled, or attempted to mislead, the Council (either officers or members of
the Licensing subcommittee) as part of any process associated with the administration or
determination of a license.

5.3 Disclosure and Barring Service (DBS)
A criminal record check on a driver is seen as an important safety measure. Enhanced
Disclosure through the Disclosure and Barring Service is required as these disclosures include
details of live and spent convictions, police cautions and other relevant information that
indicates that a person poses a risk to public safety. The DBS application guidance notes are
detailed in Appendix B of this policy.
Both Hackney Carriage and Private Hire drivers are included as “exceptions” within the
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (the “Exceptions Order”).
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Accordingly, all drivers will be asked to disclose on their application form any caution or
conviction even if it is spent for other purposes and those will be revealed on the DBS
certificate. Advice will be provided in relation to certain old and minor cautions and convictions
which are referred to as "protected". These do not have to be revealed and will not appear on
the DBS certificate. This advisory clause is intended as general guidance only and anyone in
doubt should seek their own legal advice.
All applicants for the grant or renewal of a license requiring a DBS check shall be responsible
for the costs of obtaining the DBS certificate. The Council will accept DBS certificates issued
via other Authorities provided the certificate covers the following standards:



Enhanced



Other Workforce - PHV/Taxi Licensing



Check of adult barred list



Check of children’s barred list

All new and renewal applicants must declare on the application form any convictions, cautions
or fixed penalty notices they have received. All license holders shall notify the Council of any
convictions or cautions received during their license period. Failure to inform the Council of
any convictions, cautions and fixed penalty notices during the licensing period may result
suspension or revocation of the license.
A license will not be granted or renewed in the absence of a current Enhanced DBS Disclosure
Certificate.
All license holders must subscribe to the Disclosure and Barring Service Online Update
Service as set out in the current Suitability Policy. Any costs associated with maintaining this
subscription must be met by the license holder. The license holder must give permission for
the council to undertake checks of their DBS status every six months in accordance with the
Statutory Guidance published in 2020.The council will use the update service to monitor the
criminal record of license holders. The update service can be used when a license is renewed
– if there are no changes recorded on the DBS certificate then a full DBS check will not be
required. In all other cases a full Enhanced DBS check will be required before a license is
renewed.
The guidance notes in respect of DBS applications are set out at Appendix B

5.4 Applicants with periods of residency outside of the UK
If an applicant has spent three continuous months within the previous 3 years overseas the
Council will require evidence of a certificate of Good conduct from the country / countries
visited covering the period that the applicant was overseas. The requirement is set out at
Paragraph 27 of the current Suitability Policy.
Because of the potential lifetime relevance for some of the most serious offences mentioned
in this policy, the Council will need to ensure that sufficient background checks are conducted
for those applicants that have lived oversees. For EU nationals (including UK citizens) suitable
checks should be available. For those countries for which certificates are not available, the
Council will require a Statutory Declaration in respect of the behaviour of the applicant.
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5.5 Relevance of Convictions and Cautions etc.
The Council is committed to ensuring that the licensed trade are fit and proper, this will entail
periodic audits of licensed drivers to ensure that any errors or material changes are identified
and acted upon.
In relation to the consideration of convictions, cautions, warning and reprimands etc., the
Council has adopted the suitability policy set out in Appendix C.
In assessing whether the applicant is a fit and proper person to hold or retain a license, the
Council will consider each case on its merits. It will take account of cautions and convictions,
whether spent or unspent, but only in so far as they are relevant to an application for a license.
Those applications or renewals with information indicating a past criminal record or, any other
concern, will be considered in line with the scheme of delegation. The Authority may, however,
refer any matter to the Licensing Sub Committee where appropriate, who will make the
assessment of whether or not the applicant is a fit and proper person to hold a license in line
with the policy at Appendix C.
The policy at Appendix C will also be used to determine the suitability of an existing license
holder should it be necessary to consider action in relation to the license part way through the
license period.
The applicant will have the right to appeal the decision to the Magistrates Court within 21 days
of the decision notice.

5.6 Knowledge Testing
Applicants for a driver’s license are required to have passed the Council’s knowledge test.
The list below is an indication of what may be contained within the test but is not exhaustive
and can be changed when necessary to update on the most current issues within the sector.
This test will ensure that the applicant has sufficient knowledge in relation to:

i.
ii.
iii.
iv.
v.
vi.

Disability awareness (including physical and sensory disability)
Road Safety
Customer care / customer awareness
Local knowledge
Licensing Law
Personal safety

Full details are set in the Knowledge test guidance notes at Appendix O
In addition to the knowledge test, applicants will be required to demonstrate that they have
abilities in English and Maths at least to functional skills Entry Level 3. The test must be carried
out through the council’s Adult Education Department.

5.7 Medical Assessment
The Council recognises that licensed drivers should have more stringent medical standards
than those applicable to normal car drivers because they carry members of the public who
have expectations of a safe journey; they are on the road for longer hours than most car
drivers; and they may have to assist disabled passengers and handle luggage and therefore
requires Group 2 Standards of Medical Fitness as applied by the DVLA to the licensing of lorry
13
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and bus drivers, as the appropriate standard for licensed Hackney Carriage and Private Hire
drivers.
Applicants shall provide a completed medical examination form supplied by the Council and
completed by their own General Practitioner’s (GP) practice on first application. A new medical
will then be required upon the driver reaching the age of 45. Thereafter, a medical will be
required every five years until the driver reaches the age of 65 when a further medical will be
required on the anniversary of his/her 65th birthday, and thereafter annually. A medical
assessment can be carried out by another registered GP practice as long as the applicant’s
medical history has been viewed and assessed. The GP carrying out the medical must confirm
that they have viewed the applicant’s full medical history.
In line with the current Suitability Policy, if an applicant does not have a valid medical
certificate, the license will be suspended until a medical certificate is obtained.
License holders with certain medical conditions (for example certain neurological conditions,
or insulin dependent diabetes) may also be required to submit annual medical forms in line
with current Group 2 requirements and adhere to additional requirements in order for them to
retain their driver’s license.
Holders of Public Service Vehicle (PSV) and / or Large Goods Vehicle (LGV) Licenses, where
the holder is able to produce proof of current medical examination, shall not be required to
undergo a further medical examination. The Council would require production of the current
PSV/LGV license to prove the entitlement.
License holders must advise the Licensing Service as soon as they are aware of any
deterioration or other change in their health that may affect their driving capabilities.
Where there is any doubt as to the medical fitness of the applicant, the Council may require
the applicant to undergo and pay for a further medical examination by a Medical Doctor
appointed by the Council.
Where there remains any doubt about the fitness of any applicant, the Licensing Committee
or an officer authorised through the scheme of delegation may review the medical evidence
and make any final decision in light of the medical evidence available.
No license shall be issued until medical clearance (if required) has been established.
A license application will not be accepted / processed unless all elements of the application
process have been completed.
Licensed drivers are under a legal duty to carry assistance dogs in their vehicles without
additional charge. Drivers who have a medical condition which is aggravated by exposure to
dogs may apply to the Council for exemption from the duty on medical grounds. If an
application is successful, they will be issued with an exemption certificate, and also be issued
with a notice of exemption. The notice of exemption must be exhibited in the vehicle by fixing
it, facing outwards, either on the windscreen or in a prominent position on the dashboard.
The application for an exemption certificate must be signed by the driver’s GP or another GP
who has full access to the driver’s medical notes. The certificate will be valid for a period of
three years after which time a new renewal medical exemption will be required.

5.8 Duration of license
The Council will normally issue licenses for either a one, two or three-year period. However,
the Council does have the discretion to issue licenses of a shorter duration, if it considers this
to be necessary having regard to the prevalent circumstances.
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5.9 Qualifications
The Council believes all passenger transport drivers whose role demands high standards in
driving and customer service would benefit from training which includes customer care,
meeting the needs of people with disabilities, road safety, the handling of emergencies and
how to defuse difficult situations and manage conflict.
As such, applicants (who are not existing license holders) whose application for a drivers’
license is determined on or after the date on which this policy becomes effective will be
required to provide evidence of the following qualifications / skills to the Council before a
license will be issued:






Completion of the Council’s safeguarding children and vulnerable passenger’s course.
Ability in English and Maths at least to functional skills Entry Level 3 standard.
Successful completion of the Council’s Knowledge test.
Practical driving test assessment for new applicants
Practical Wheelchair assessment for Wheelchair accessible drivers.

5.10 Conditions
The Council may attach such conditions to a Private Hire driver’s license as are considered
necessary. These are set out in Appendix D.
The Council has also made byelaws that are specifically applicable to Hackney Carriage
drivers / proprietors. The existing Hackney Carriage byelaws are set out in Appendix E. These
byelaws will be reviewed from time to time.

5.11 Dress Code
It is recognised that the taxi trade, both Hackney Carriage and Private Hire, play an important
role in portraying a positive image of Wakefield and are key ambassadors for the District.
Anything that serves to enhance the professional image of the Hackney Carriage and Private
Hire trade and promotes the concept that drivers of licensed vehicles are professional
vocational drivers is to be welcomed.
To ensure that not only are the above objectives are met but, also that driving is carried out
safely, a Dress Code for licensed drivers has been set. This is provided at in Appendix F. It is
a condition of license that drivers adhere to this policy.
Employees working for companies operating their own dress codes will still be required to
comply with the Council’s standard.

5.12 Code of Conduct when working with vulnerable passengers
It is essential that young, elderly and other vulnerable people are safeguarded and protected
whilst being transported in a licensed vehicle. Accordingly, a specific Code of Conduct must
be complied with when working with vulnerable passengers. This is provided at Appendix G.
It is a condition of license that drivers adhere to this policy.
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5.13 Right of driver to work in the UK
The Council will require all applicants to provide documentary evidence to confirm that they
may legally work in the UK. In line with the Government’s “Guidance for licensing Authorities
to prevent illegal working in the taxi and Private Hire Sector of England and Wales”.
Where an applicant is subject to immigration controls, a license will not be issued for longer
than the period that the applicant has permission to undertake paid employment in the United
Kingdom. The Council will issue a part license in line with the length of time the applicant is
permitted to remain in the country.

5.14 Renewal Process
The Council require any driver wishing to renew their license provide evidence to confirm that
the following conditions have been completed, before a license is renewed.





A valid DBS check, applied for through the Licensing Service;
An up-to-date medical assessment if appropriate (refer to Section 5.7)
Proof of an applicant’s continuing right to work in the UK.
A driving license check.

A license will not be renewed until all of the conditions have been met. The Council will
consider the renewal of a license in the same way that it considers a new application, which
is detailed in Section 5 of this policy.

5.15 National revocation register
Wakefield Council subscribe to the National Revocation Register and will share information
with the register of all revocations of licenses in accoordance with the Policy set out at
Appendix M. Wakefield Council will also consult the register in all grant and renewal
applications.

6. Hackney Carriages and Private Hire Vehicles
6.1 Application process
The Council will consider all applications for vehicle licenses on their own merits. The
procedure for dealing with applications for Private Hire and Hackney Carriage vehicles is set
out in Appendix H.
The applicant must submit the following to the Council in order for the application to be
considered valid:
o
o
o
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The vehicle application form;
The appropriate fee;
The original of the Vehicle Registration Document (Log Book/V5) certificate of
registration for the vehicle (the new keeper’s supplement section of the V5
document will be accepted in the case of vehicles that are not licensed at the
time that the application is made, and the vehicle has recently been purchased
by the applicant (documentary evidence will be required). Licenses will not be

renewed unless the full V5 document is made available to the council at the
time of application);
A license will not be issued until the additional has been made available:
o
o

The original insurance certificate or insurance cover note for the vehicle (this
must be provided before the license is issued)
Confirmation from the Council’s appointed testing centre that the vehicle meets
both the Council’s vehicle specification and the vehicle examination
requirements.

In addition:
Any vehicle not manufactured with European Whole Vehicle Type Approval will be required to
undergo Individual Vehicle Approval (IVA) testing and evidence of that testing and the vehicle
having
obtained
IVA
produced
to
the
licensing
office.
The application must be made on the correct application form and all supporting documents
completed in full.

6.2 Grant and renewal of licenses
The vehicle must be submitted for a test at the appointed test station. A pass slip will be issued
and must be produced as evidence that the vehicle meets the required standard. At this stage
a vehicle license will be issued, subject to the completion of all other elements of the
application process and the provision of a valid certificate of motor insurance.
Current vehicle testing
Vehicle licenses will be issued for a one year period for vehicles under 5 years old
commencing on the date that the test is passed. A renewal will be issued to follow on from the
date the previous license expired. Vehicles older than 5 years old on the day that the license
is renewed will be issued with a 6 month license; the license plate will show an expiry date of
6 months after the date that the vehicle is tested. The frequency of vehicle inspections is based
on age and outlined in Appendix H.

6.3 Vehicle age and exhaust emissions
Environmental protection legislation requires local authorities to review and assess air quality
on a regular basis.
In Wakefield, vehicle exhaust emissions are a significant source of air pollution.
Emissions from the taxi fleet are among the sources which can be regulated and as such are
a priority to be addressed with the aim of reducing levels of air pollution and helping to improve
public health.
Public transport is a significant element of air pollution in Wakefield due to vehicle emissions.
In the interests of passenger safety and comfort, and in support of these policies, the Council
has introduced both vehicle emission standards and age requirements for licensed Hackney
Carriage and Private Hire Vehicles as part of the policy. The details are contained within the
Policy at appendix I. It is considered that this is justifiable to ensure the sustained
improvement of Wakefield’s licensed vehicle fleet and the impact on the health and
environment in the District.
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Based on this information, the Council are clear that the introduction of Ultra Low Emissions
Vehicles within the borough’s licensed vehicle fleet would have an important role in reducing
vehicle emissions and improving air quality.

6.4 Insurance
It is required that all insurance documents must be shown before a license is issued. This
requires:
o

o
o
o

A valid certificate of insurance or cover note confirming that insurance is in
place for each driver of the vehicle and specifying use as either a Hackney
Carriage or Private Hire Vehicle. The note must cover the vehicle from the
commencement date of the license.
A Hackney Carriage vehicle requires insurance to cover public hire and hire
and reward.
A Private Hire vehicle requires insurance to cover hire and reward.
A cover note will be accepted, and the license will be issued on the
understanding that a certificate of insurance will be produced at the earliest
opportunity.

The council will undertake periodic auditing of licensed vehicles to verify that the vehicle is
appropriately insured.

6.5 Vehicle specification
The Council has set down a series of specifications. A vehicle will need to comply with these
specifications prior to it being accepted as a licensed vehicle.
The specification for Private Hire and Hackney Carriage vehicles is set out in Appendix I.

6.6 Conditions
The Council is empowered to impose such conditions as it considers reasonably necessary in
relation to the granting of Hackney Carriage or Private Hire Vehicle licenses.
These are set out in Appendix J for Private Hire Vehicles and Appendix K for Hackney
Carriages.
However, where it is considered necessary, additional conditions may be imposed. In
considering what is reasonably necessary the Council will keep this under review and take
into account its aims and objectives of this policy.

6.7 Identification of vehicles as Private Hire Vehicles or Hackney Carriages
The Council requires Hackney Carriages and Private Hire vehicles to clearly indicate to the
public that they are licensed vehicles. Therefore, they must be clearly distinguishable from
other vehicles and each other. The Council believes that clear signage, types of vehicle,
together with colour of the vehicle, can achieve this.
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A) Hackney Carriage.
 The exterior colour of all Hackney Carriages must be black and white.
B) Private Hire Vehicles
o
o

The TX4 or similar vehicle (commonly referred to as a ‘London cab’) will not be
licensed as a Private Hire vehicle.
The minibus variants of approved Hackney Carriage vehicles (such as the
Mercedes Vito) can be licensed as Private Hire vehicles but must not be white.

The Council has set standards on the acceptable type of signage for Private Hire Vehicles
and Hackney Carriages. These can be found in the Private Hire Vehicle / Hackney Carriages
conditions set out in Appendix I.
o
o
o
o
o

the permitted position of license plates;
positioning of door signs for vehicles;
required wording for door signs on vehicles;
requirements for the display of notices in vehicles;
Other notices/ markings that the Council require licensed vehicles to display.

6.8 Fire extinguishers
All vehicles are required to be equipped with a fire extinguisher that conforms to the
specification as stated in the Council’s conditions. Set out in Appendix I.

6.9 Tyres
Tyres are the vehicle's only point of contact with the road, so it is essential that they are in
good condition.
The Council requires that all licensed vehicles to adhere to the following provisions with regard
to tyres:
Tyre treads are designed to efficiently and effectively remove water from the road surface and
provide maximum grip. All tyres fitted to the vehicle must have at least 1.6 mm tread depth
throughout a continuous band in the centre 3/4 of the tread and around the entire
circumference of the tyre.
Tyres fitted to a motor vehicle or trailer must be fit for purpose and be free from any defects
which might damage the road or endanger any person. Fit for purpose means that a tyre must:
o
o



Be compatible with the types of tyres fitted to the other wheels.
Not have any lump, bulge or tear caused by separation or partial failure of the
structure.
o Not have a cut or tear in excess of 25mm or 10% of the sectional width of the
tyre, whichever is the greater, and which is deep enough to reach the ply or
cord;
Not have any part of the ply or cord exposed.

Tyres must be correctly inflated to the vehicle / tyre manufacturer's recommended pressure.
o
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All replacement tyres fitted to licensed vehicles must be new (i.e. not have been
used previously on any other vehicle) and have been fitted by a reputable
vehicle maintenance company / contractor. Vehicle proprietors are required to

o
o

retain invoices / receipts to show that any tyre that is purchased meets this
requirement.
The fitting of part worn tyres to licensed vehicles is not permitted.
‘Space saving’ spare wheels must only be used in an emergency, and only in
accordance with the manufacturer’s instructions. Should the use of a ‘space
saving’ spare wheel become necessary during a period of hire then the journey
may continue, but the wheel must be replaced before the next journey.

6.10 Accidents
If at any time the vehicle is involved in an accident, however minor, the driver must inform the
Council of this fact in full as soon as possible and in any event within 72 hrs in writing.
Unless the vehicle damage is extremely minor, for example light superficial bodywork
scratching, (which shall be determined by the Enforcement Officers) the vehicle must be
presented for inspection at the Council’s authorised testing station as soon as possible after
the repairs have been made – the appointment will be arranged by the Council who will notify
the vehicle proprietor of the date and time. Failure to present the vehicle for the appointment
may result in the vehicle’s license being suspended until such time as the vehicle is presented
for examination.
If the vehicle is so damaged that it cannot be driven, then the vehicle proprietor must inform
the Council of this fact – the Council will then advise the proprietor of the action to be taken.
In such cases the proprietor is advised to take photographic evidence of the vehicle’s condition
that clearly illustrates the reasons why the vehicle cannot be driven / presented for
examination.

6.11 Vehicle examination and testing requirements
Hackney Carriage and Private Hire vehicles examination and testing requirements are set out
in Appendix I.

6.12 Meters
All Hackney Carriages must be fitted with an approved meter.
Meters used to calculate fares must be accurate, display the correct time and be capable of
displaying:
o
o
o

In the case of Hackney Carriages, the various tariffs as approved by the Council
(including extra charges recoverable under the approved Table of Fares).
The meter shall be calibrated and set to the Council‘s agreed charging
distances and tariffs currently in force.
In the case of Private Hire Vehicles, any scale of charges provided by the
operator of the vehicle.

Meters will be checked for accuracy by a measured mile distance or by waiting time. Meters
must be positioned in order that the fare must be clearly displayed to the passenger throughout
the journey.
Meters in use must not facilitate fraudulent use. Any signs of tampering including the breaking
of any seals will result in a suspension notice being issued immediately. For the suspension
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notice to be removed, the vehicle meter must have been resealed and calibrated by an
approved meter company and presented to the Council for inspection.
Private Hire Operators and/ or drivers may agree a cost for the journey with the customer prior
to the journey commencing. In this situation, the price quoted is the price that must be charged
– there is to be no deviation from this price without the agreement of the customer. On
occasions where a price has been not been agreed prior to the journey commencing, the fare
charged must be that which is reflected on the meter where the vehicle is equipped with a
meter.

6.13 Additional provisions for Private Hire vehicles only
6.13.1 Wheelchair accessibility
In addition to all other licensing conditions, any applicants seeking the grant of a Private Hire
vehicle in which it is intended to carry passengers who are seated in a wheelchair must present
a vehicle which has:
o
o
o
o

M1 classification and comply in all respects to EC Whole Vehicle Type
Approval
(ECWVTA);
Suitable fittings for securing a wheelchair and any passengers seated in them;
Access and egress via suitable side or rear doors.

6.13.2 Limousines and executive hire
Any limousines with 8 seats or less must be licensed as a Private Hire Vehicle Vehicles used
for this purpose must meet the requirements for Private Hire Vehicles.
A notice identifying the maximum seating capacity must be displayed in the passenger
compartment and clearly visible to all passengers. It may be necessary to display more than
one sign indicating the maximum seating capacity. Further details are located at Appendix I.

Drivers of limousines and executive vehicles must complete the licensing application process
in the same way as any other licensed driver.
All foreign vehicles used for these purposes must meet relevant British or European
standards. Any alterations to a manufacturer’s standard specification will require M1 EWVTA.
Any subsequent changes to the vehicle will invalidate this approval.
When a vehicle has been imported, the importer must produce a declaration from the testing
authority (DVSA) that the vehicle will not carry more than eight passengers.

6.13.3 Courtesy cars
Courtesy cars used for transporting customers to and from specific venues such as hotels and
nightclubs, whether operated with or without charge to the customer, are considered to be
Private Hire vehicles. These vehicles must be licensed as Private Hire vehicles, driven by
Private Hire drivers and the journey must be booked via a Private Hire operator.
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6.14 Additional provisions for Hackney Carriage vehicles only
6.14.1 Limitation on numbers
The main aim of Council’s licensing of the Hackney Carriage and Private Hire trade is the
protection of the public. The Council is aware that the public should have reasonable access
to Hackney Carriage and Private Hire services, because of the part they play in local transport
provision. Disabled groups are particularly reliant on Hackney Carriages as a means of
transport.
Licensing authorities have no power to restrict the number of Private Hire vehicles that they
license.
Licensing authorities can restrict the number of Hackney Carriage license plates they issue if
they are satisfied that there is no significant unmet demand for taxi services in their area. This,
together with delimitation will be kept under review. Wakefield Council currently restrict the
number of Hackney Carriage licenses.

6.15 Taxi ranks
Taxi ranks are to be used by Hackney Carriages whilst waiting for their next hire. They are not
to be regarded as parking places.
Private Hire Vehicles are not permitted to park on taxi ranks, nor must they allow customers
to alight from their vehicle on a taxi rank

7 Fares
7.1 Hackney Carriages
The Hackney Carriage Table of Fares (“the tariff”) is set by the Council and sets the maximum
fare that can be charged by Hackney Carriage drivers for journeys within the District which
can be negotiated downwards by the hirer for journeys. The hirer may agree to the fare for a
journey which ends outside the borough being charged other than at the metered rate.
A fares tariff is enforceable as a byelaw and it is an offence for any person to charge more
than the metered fare.
The Council will review Hackney Carriage fare scales from time to time in liaison with the
Hackney Carriage Proprietors. A notice of any variation to the maximum fare shall be
advertised by the Council.
A table of authorised maximum fares will be provided to each Hackney Carriage license
holder, which must then be displayed in each vehicle so that it is easily visible to all hirers.
Drivers must, if requested by the passenger, provide written receipts for fares paid.

7.2 Private Hire Vehicles
The Council is not able to set fares for Private Hire vehicles.
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Private Hire Operators that use licensed vehicles fitted with a fare meter must provide the
Council with a current table of fares. This table must be available within each Private Hire
vehicle so that it is easily accessible to all hirers.
Drivers must, if requested by the passenger, provide written receipts for fares paid.

8 Operators
8.1 Requirement for a license
A licensed hire vehicle must only be dispatched to a customer by a Private Hire operator who
holds an operator’s license. Such a license permits the operator to make provision for the
invitation or acceptance of bookings for a licensed hire vehicle.
A Private Hire operator must ensure that every licensed hire vehicle is driven by a person who
holds a license issued by the same Authority that issued the vehicle license. This authority
must be the same authority that issued the operator’s license.
Any person who operates a Private Hire service must apply to the Council for a Private Hire
Operator’s License. The objective in licensing Private Hire operators is the safety of the public,
who will be using operators’ premises, and vehicles and drivers, arranged through them.
Applications for Operator licenses shall be made on the prescribed form, together with the
appropriate fee. The Council will then decide whether the applicant is a fit and proper person
to hold an Operator license.
This Council will normally grant Private Hire operator licenses for a period of five years,
however the Council may also consider granting a licence which is shorter in length if it is
considered appropriate in the specific circumstances of the case. The Council will not issue a
licence on a “probationary basis”.

8.2 Fitness and propriety
The Council will only issue licenses to applicants that are deemed to be fit and proper. In
assessing this, the Council will have regard to the following:
o
o
o
o

o

Criminal record (including convictions, cautions, warnings and reprimands),
Factors such as demeanour, general character, non-criminal behaviour,
honesty and integrity,
Previous conduct (particularly in cases where the applicant holds or has
previously held a license issued by Wakefield Council),
Business practices demonstrated by the applicant (for example standard of
record keeping, compliance with other regulatory requirements, financial
practices etc.)
The Public Sector Equality Duty

In addition, the Council will also consider further information sources such as the Police,
Children and Adult Safeguarding Boards, other licensing authorities and statutory agencies.
If an application is received from a person that is not a driver licensed by the Council, then the
applicant will be required to provide a Basic Disclosure from the Disclosure and Barring
Service, and undertake the council’s Child and Adult Safeguarding Awareness Training (as
required by licensed drivers).

23
VERSION 7

It is recognised that Private Hire Drivers and Operators are not necessarily the only contact
points for customers. For example, a person taking bookings will be responsible for deciding
which driver to send to which user; a position that could be exploited.
The Council has a responsibility to ensure that all staff members do not pose a risk to the
public and therefore, all staff that take bookings, dispatch vehicles, or have access to sensitive
information (such as booking records) are required to provide a Basic Disclosure Check from
the Disclosure and Barring Service which must be kept in a secure place at the registered
location of the operator base and be available for examination by a Wakefield Council
Licensing enforcement Officer.
The operator has a responsibility to keep a register of all staff that take bookings, dispatch
vehicles, or have access to sensitive information, and keep an accurate record of Basic DBS
checks for all individuals listed. These records are required to be provided to the Council by
the relevant Private Hire Operator, on request, for all such individuals.
Where a DBS check cannot be carried out on a member of staff that meets the criteria listed
above (for example, the employee resides outside of the UK), the Operator must outline the
steps they have taken to demonstrate how they are satisfied that an individual is a fit and
proper person. The evidence provided by the employer would be considered by the Licensing
Authority in order to confirm that these checks are equivalent to a basic level DBS.
The Council expect that the following steps would be included, but this is not an exhaustive
list:
o
o
o
o

o
o
o
o

face to face interviews with individuals;
checks to ensure that the information provided by applicants is verified;
independent professional and character references are requested and
scrutinised;
identity checks, right to work in the UK checks, national insurance number
checks and relevant qualifications checks (if any) are verified as original
documents;
checks on previous employment history and experience;
steps that are taken to verify that the individual has the health and physical
capacity for the role; and
a record of any discrepancies or anomalies, how they have been investigated
and satisfactorily resolved.
A record of criminal and offending history (e.g. police clearance certificates)

The Council would expect an Operator to first prove that a DBS check cannot be provided for
an individual, and only in these circumstances will the Licensing Department consider
alternative evidence.

8.3 Insurance
Before an application for a Private Hire operator’s license is issued, the applicant shall produce
evidence that they have taken out appropriate public liability insurance for the premises to be
licensed. Where necessary, operators must also hold employer’s liability insurance with
minimum public liability of 1 million pounds.

8.4 Conditions
The Council has power to impose such conditions on an operator’s license, as it considers
reasonably necessary and these are set out at Appendix L. In determining these condition,
the Council has also considered the most recent information as set out in the Statutory Taxi
and Private hire Standards published in July 2020.
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However, where it is considered necessary, additional conditions may be imposed. In
considering what is reasonably necessary the Council will take into account it’s the aims and
objectives of this policy.
Failure of the operator to adhere to the conditions of license will lead to enforcement action.

8.5 Use of operator name following revocation of license
Where an operator license is revoked by the Council, the name (or a similar name) of the
Private Hire company associated with that license cannot be used by another operator until
such time as twelve months has elapsed since the date of revocation or the date on which all
appeal processes have been concluded (whichever is the longer).

8.6 Operator responsibility in relation to vehicles / drivers that are operated
The operator is responsible for all persons (and vehicles) that are employed, contracted or
otherwise used in the course of their business. To that end, the operator must undertake
sufficient checks to satisfy themselves that only suitable drivers, administrative staff and
vehicles are used (and continue to be used) in the course of their business. The failures of an
operator to ensure that appropriate checks are carried out may call into question the operator’s
fitness and propriety. In addition, a failure to take appropriate action in relation to drivers that
persistently breach license conditions may also be detrimental to the continued fitness and
propriety of the operator.
The following are examples of circumstances that may affect the fitness and propriety of a
Private Hire operator:
o

o
o

o

Licensed drivers or vehicle proprietors persistently (either individually or as a
group) breaching the conditions of their license whilst working for / under the
instruction of a particular operator.
Vehicles being operated that are in an unsuitable condition.
Failure by the operator to satisfactorily address concerns in relation to licensed
drivers/ vehicle proprietors (including matters related to child / adult
safeguarding).
Employment of ancillary staff where a basic DBS check has not been
completed for the individual, or the results of those checks would indicate that
the individual presents a risk to the public.

The council expects licensed operators to support the Council in its aims to raise awareness
of and tackle issues around child and adult safeguarding. Operators must remain alert to these
and similar issues, failure to do so will call into question the fitness and propriety of the
operator.

9. Hire Companies
The Council acknowledge that a number of hire companies own private hire vehicles licensed
by this authority. The vehicles are often hired out to drivers following theft or accident damage
to their own vehicles. The Council have responsibility to ensure that records in respect of
drivers and vehicles are kept up to date. The council therefore require that all hire companies
notify the Council in writing at the time of the hire, when the vehicle is on hire and when the
hire period ends. The Hire Company must include in the notification:
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Date and time the vehicle commences on hire.



Name and license number of the driver who must be a driver licensed by Wakefield
Council.



A copy of the Insurance certificate authorising the driver.



Date and time the vehicle was returned off hire to the hire company.

Failure to notify the Council of the required details would be a breach of the general Licensing
Policy and would call in to question the suitability and fitness of the vehicle owner.

10. Fees
10.1 Fee Structure
The legislation provides that fees charged to applicants can cover most of the costs to the
Council in providing the licensing services. This includes the administration of applications
and ensuring compliance by licensees within the Hackney Carriage and Private Hire trade.
The fees are periodically reviewed at the discretion of the Council.

11. Compliance and enforcement
11.1 Enforcement
The principal purpose of Hackney Carriage and Private Hire licensing is to protect the public
and promote public safety.
In doing this, the Council aims to provide the delivery of efficient, targeted and proportionate
regulatory services to provide a positive approach to those regulated.
In April 2014 a new statutory Regulators’ Code was brought into force and, accordingly the
Council should:
o
o
o
o
o
o

carry out their activities in a way that supports those they regulate to comply
and grow
provide simple and straightforward ways to engage with those they regulate
and hear their views
base their regulatory activities on risk
share information about compliance and risk
ensure clear information, guidance and advice is available to help those they
regulate meet their responsibilities to comply
ensure that their approach to their regulatory activities is transparent

A range of tools and powers, including mystery shopping, can be used to ensure compliance
will be used. Compliance assessment is ultimately to ensure that the driver or operator is a “fit
and proper” person to hold a license and/or the vehicle is safe. The safety of passengers,
pedestrians and other road users is paramount.
Where appropriate referrals will be made to other agencies such as the Police, HM Customs
& Excise and both Adult and / or Child safeguarding teams.
The Council will respond to complaints made by the public and referrals from other agencies
& bodies. In addition, officers will undertake proactive inspections and testing as either day to
day activity or as part of programmed operations.
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Any breach of the required standards, policies and conditions may lead to suspension,
revocation of the license or prosecution.
If the Council considers it necessary, in the interests of public safety, it may require a
suspension or revocation of a license to have effect immediately.
Once a license has been suspended or revoked, the license holder (or former license holder)
may appeal to the local Magistrates Court within 21 days of the notice to challenge the
Council’s decision. There is no other recourse available should they wish to have the decision
to suspend or revoke their license reversed.

11.2 Enforcement Penalty points
The Council will give consideration to introducing a penalty point system of enforcement of
specified breaches of byelaws, conditions of license or other unacceptable behaviour specified
as part of this policy. The penalty point system would apply to drivers, operators and vehicles.
Points may be issued per incident and would accumulate on a license until they reach the
“trigger level”. At this trigger level, the license holder will be referred to the Licensing Board
for the Board to consider whether it is appropriate for license holder to remain licensed by the
Council. The Licensing Board may determine that the license should be suspended or
revoked, or the Board may choose to administer some other sanction at its disposal.
Licensing Enforcement Officers would be authorised to operate the scheme and issue points
accordingly.
The decision to introduce this scheme would be subject to engagement and consultation with
the locally licensed trade, the Licensing Board and the Council’s decision-making body.

11.3 Suspension of license
Where an individual fails to meet the vehicle conditions, an authorised officer under the
scheme of delegation may take immediate action to suspend the license and require remedial
action. Further use of the vehicle will be suspended until the defects have been remedied. The
suspension will then not be lifted until the vehicle has undergone a further test, at the
proprietor’s expense, and / or been passed as fit for use by the Council.
The Licensing Committee and specific officers have delegated powers to suspend and revoke
licenses if this is considered appropriate. Details of this can be found in Section 4 of this policy.

11.4 Refusal to renew a license
The Licensing Committee or delegated officer where appropriate may decide that appropriate
action is not to renew the license.
In circumstances where an applicant has not provided all relevant information or documents
or has failed to comply with any of the requirements to renew a license, an authorised officer
will be permitted to refuse to renew the license.
The Policy in respect of suspensions and revocations is set out in paragraphs 50-56 of the
Suitability Policy at appendix C, including the expedited application process.
If a license is not renewed prior to its expiry (or if a renewal application is received, but the
application is not determined prior to the expiry of the license) then that person will no longer
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be able to lawfully operate as a licensed driver. Renewal reminder letters are routinely sent
six months prior to the expiry of a Driver’s license and it is strongly recommended that drivers
make early renewal applications to avoid the license expiring.
The person applying for a license will have the opportunity to appeal this decision to the
Magistrates Court.
If the Council refuse to renew a license and an appeal is lodged within 21 days, the Council
will not issue a license pending the appeal. The driver will have the right to drive on appeal
under S.77(2) of the Local Government (Miscellaneous provisions) Act 1976.

11.5 Prosecution of license holders
The Council will prosecute license holders for relevant offences in accordance with the
statutory Regulator’s Code and any relevant enforcement Policy in place at the time of the
breach.

11.6 Appeals
Any notifications of enforcement actions will include information on how to appeal and to whom
the appeal is made, if a right of appeal exists.

11.7 Service Requests and Complaints
The Council has a procedure whereby the general public can submit service requests /
complaints / concerns about licensed drivers and operators. This is accessible via the
submission of a report form via the Council’s website.
In considering the most appropriate action to take in relation to a complaint, the credibility of
both the complainant and the license holder will be taken into account.
In addition, if anyone wishes to complain about the service provided by the Council, a formal
complaints process is available on the Council’s website.
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Appendices
Appendix A - Driver License Application Process
Maths and English Assessment
Applicants are required to achieve an Entry Level 3 in the Functional Skills Literacy and Numeracy
(BKSB) Assessment with the Council’s Adult Education Department.

Knowledge Test
Applicants are required to pass the Council’s knowledge test. This is 50 multiple choice questions
based on the following topics:
 Licensing Law – 15 questions
 Customer Care – 5 questions
 Disability Awareness – 5 questions
 Road Safety – 5 questions
 Personal Safety – 5 questions
 Local Knowledge – 15 questions
The pass rate is 85% which equates to 43/50 questions correct.

Practical Driving Assessment
Applicants are required to complete a practical driving assessment with a Council approved
provider:
 Blue Lamp Trust
 Diamond Advanced Motoring.
If you intend to drive a wheelchair accessible vehicle you will also be required to complete a practical
wheelchair assessment.

Medical Requirements
You must undergo a medical examination to the Group 2 standard for Vocational Drivers with a
registered doctor who has access to your full medical history. This will be required on the occasions
listed below:
 First application for a licence
 Application for renewal on or after age 45 and then every 5 years until age 65
 Application for renewal after age 65 and every year thereafter
 Any other times required by the Council.
If you are a current holder of a Passenger Carrying Vehicle (PCV) or Large Goods Vehicle (LGV)
Drivers Licence then a medical certificate will not be required but you must produce evidence of this
at the time of application.
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DVLA Driving Licence
You must have held a full DVLA driving licence for at least 3 years on the date of application. Your
driving licence must show your correct full name and address, this includes names in the correct
order and spelling.
You must produce your driving licence on the following occasions:







First application for a licence
Renewal of a licence
Replacement of a licence
On collection of a licence
On notification of a conviction
Any other times required by the Council

DVLA Driving Licence Code
In order for us to check your driving record online you must also provide us with a code generated
by the DVLA when submitting your driving licence to us for any reason.
To generate a code contact the DVLA:
Telephone: 0300 083 0013
Website: www.gov.uk/view-driving-licence

Proof of RTW in the UK
You must provide Proof of RTW in the UK. This is because the Immigration Act of 2016 placed a legal
duty on Licensing Authorities not to issue licences to individuals who do not have the required
immigration permission to live and work in the UK. The Council is required to carry out document
checks to establish this. The enclosed guidance includes more information and a list of documents
that we can accept.

Certificate of Good Conduct
If you have resided outside the UK for any period longer than 3 months during the last 3 years you
will have to produce a Certificate of Good Conduct from the Embassy of that country. The enclosed
guidance provides further information on how to get one.

Disclosure and Barring Service (DBS)
In order for the Council to assess that you are a ‘fit and proper person’ to hold a licence you will
have to undergo an enhanced DBS check in the following instances:





First application for a licence
When the information held on your DBS certificate is no longer current
If you fail to subscribe or maintain your subscription to the update service
Any other times required by the Council
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The level of check required is Enhanced, Other Workforce – Taxi/PHV licensing, with both the child
and adult barred lists checked. Once your application has been processed the DBS will post your
certificate to your home address. You must then produce your certificate to the Licensing Office
within 28 days of the date of issue. If you fail to do this your application will be refused. Wakefield
Council follows the DBS Code Of Practice which can be viewed at https://www.
gov.uk/government/publications/dbs-code-of-practice . The Council’s Policy Statement on the
secure handling of DBS certificate information can be viewed at http://www.wakefield .gov.uk/
business/licensing-and-trading/taxis/driver-licences-hackney-carriage-and-private-hire.

DBS Update Service
In order for the Council to assess your ongoing suitability to hold a licence you must subscribe to
the Update Service and produce evidence of it. Further information and guidance on how to do this
can be viewed at https://www.gov.uk/dbs-update-service. The Council is unable to issue any new or
renewed licence until your subscription to the Update Service has been verified. Your DBS certificate
will then be checked on a regular basis whilst ever you are a licensed driver.

Convictions
The Suitability Policy applies to any applicant who has convictions. A copy can be found at
http://www.wakefield.gov.uk/business/licensing-and-trading/taxis/driver-licences-hackneycarriage-and-private-hire

Safeguarding Training
The Council provides Safeguarding Training for drivers which outlines the safeguarding
responsibilities of drivers and explains types of abuse and exploitation, how to report concerns and
good safeguarding practices. You must attend a training course within 3 months of your licence
being granted.

General Guidance







A licence, if granted, will be for a period not exceeding three years.
Until you hold a valid private hire or hackney carriage driver’s licence then you are not
permitted to drive any private hire or hackney carriage vehicle for any purpose. If you are
found to be driving a private hire or hackney carriage vehicle without a valid licence you may
be liable to prosecution.
Any vehicle, which you intend to drive for private hire or hackney carriage purposes, must
be a licensed private hire or hackney carriage vehicle. In addition, a private hire vehicle
must be booked through a licensed private hire operator. Application forms for both are
available from the Licensing Office.
If a licence is granted to you, any change in the information supplied on this form must be
notified to the Council immediately.

31
VERSION 7

OVERVIEW OF HOW TO APPLY – NEW APPLICATIONS
Step 1: Maths and English Assessment
Contact Wakefield Adult Community Education Service (ACES) to book your Functional Skills Literacy and
Numeracy (BKSB) Assessment.
Contact: 01924 303302 Website: www.wakefield.gov.uk/adulteducation
Step 2: Knowledge Test
Contact Licensing to book and pay for a knowledge test. We will send you a knowledge test pack
and a letter confirming your appointment details.
Step 3: Practical Driving Assessment
Contact one of the organisations below to book your practical driving assessment. An optional
wheelchair assessment is also available – If you require one, ask your chosen provider for more
details.


Blue Lamp Trust
Email: info@bluelamptrust.org.uk
Website: https://www.bluelamptrust.org.uk/taxiassesments/

Or


Diamond Advanced Motoring
Email: help@advancedmotoring.co.uk
Website: https://advancedmotoring.co.uk/services/taxi-and-private-hire/

Step 4: Obtain a Medical Certificate
You must undergo a medical examination to the Group 2 standard for Vocational Drivers with a
registered doctor who has access to your full medical history. You can obtain a medical form from
the Licensing Office or online www.wakefield.gov.uk The certificate is valid for 3 months from the
date it has been completed.
Step 5: Submit Your Application
In order to submit your application you will be required to produce the following:
 Application form
 Disclosure and Barring Service (DBS) application form
 Proof of right to work in the UK
 Functional Skills Literacy and Numeracy Entry Level 3 certificates
 Practical driving assessment certificate
 DVLA driving licence and a code to check your driving licence online
 Identity documents to support your DBS application – please see separate guidance
 Certificate of good conduct (if applicable)
Only original documents will be accepted, and must be in your correct name and address where
applicable.
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Step 6: Register with the DBS Update Service
It is a requirement that all applicants and licence holders subscribe to the DBS Update Service.
Further information and guidance on how to do this can be viewed at https://www.gov.uk/dbsupdate-service
Step 7: Produce DBS certificate and evidence of subscription to DBS Update Service
You must produce your certificate to the Licensing Office within 28 days of the date of issue. If you
fail to do this your application will be refused. Your subscription to the Update Service will be verified
to ensure you have complied with this essential requirement of the application.
Step 8: Application is considered
Once you have completed the above steps your application will be considered and you will be
notified of the outcome in due course.
Step 9: Attend Safeguarding Training
When you submit your application you will be booked on to a safeguarding awareness training
course. It will be a condition attached to any licence granted that you must attend the safeguarding
training within 3 months of your licence being issued. Failure to attend could result in your licence
being suspended.

APPLICATION REQUIREMENTS / GUIDANCE NOTES FOR RENEWAL APPLICATIONS
Medical Requirements
You must undergo a medical examination to the Group 2 standard for Vocational Drivers with a
registered doctor who has access to your full medical history. This will be required on the occasions
listed below:
 First application for a licence
 Application for renewal on or after age 45 and then every 5 years until age 65
 Application for renewal after age 65 and every year thereafter
 Any other times required by the Council.
If you are a current holder of a Passenger Carrying Vehicle (PCV) or Large Goods Vehicle (LGV)
Drivers Licence then a medical certificate will not be required but you must produce evidence of this
at the time of application.

DVLA Driving Licence
Your driving licence must show your correct full name and address this includes names in the
correct order and spelling. You must produce your driving licence on the following occasions:







First application for a licence
Renewal of a licence
Replacement of a licence
Collection of a licence
Notification of a conviction
Any other times required by the Council
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DVLA Driving Licence Code
In order for us to check your driving record you must also provide us with a code generated by the
DVLA when submitting your driving licence to us for any reason.
To generate a code contact the DVLA
Telephone: 0300 083 0013
Website: www.gov.uk/view-driving-licence

Proof of Right to Work in the UK
You must provide proof of RTW in the UK. This is because the Immigration Act of 2016 placed a legal
duty on Licensing Authorities not to issue licences to individuals who do not have the required
immigration permission to live and work in the UK. The Council is required to carry out document
checks to establish this. The enclosed guidance includes more information and a list of documents
that we can accept.

Certificate of Good Conduct
If you have resided outside the UK for any period longer than 3 months during the last 3 years you
will have to produce a Certificate of Good Conduct from the Embassy of that country. The enclosed
guidance provides further information on how to get one.

Disclosure and Barring Service (DBS)
In order for the Council to assess that you are a ‘fit and proper person’ to hold a licence you will
have to undergo an enhanced DBS check in the following instances:
 First application for a licence
 When the information held on your DBS certificate is no longer current
 If you fail to subscribe or maintain your subscription to the update service
 Any other times required by the Council
The level of check required is Enhanced, Other Workforce – Taxi/PHV licensing, with both the child
and adult barred lists checked. Once your application has been processed the DBS will post your
certificate to your home address. You must then produce your certificate to the Licensing Office
within 28 days of the date of issue. If you fail to do this your application will be refused. Wakefield
Council follows the DBS Code Of Practice which can be viewed at https://www.
gov.uk/government/publications/dbs-code-of-practice . The Council’s Policy Statement on the
secure handling of DBS certificate information can be viewed at http://www.wakefield .gov.uk/
business/licensing-and-trading/taxis/driver-licences-hackney-carriage-and-private-hire.

DBS Update Service
In order for the Council to assess your ongoing suitability to hold a licence you must subscribe to
the Update Service and produce evidence of it. Further information and guidance on how to do this
can be viewed at https://www.gov.uk/dbs-update-service. The Council is unable to issue any new or
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renewed licence until your subscription to the Update Service has been verified. Your DBS certificate
will then be checked on a regular basis whilst ever you are a licensed driver.

Safeguarding Training
The Council provides Safeguarding Training for drivers which outlines the safeguarding
responsibilities of drivers and explains types of abuse and exploitation, how to report concerns and
good safeguarding practices. You must have attended the safeguarding training before your licence
can be renewed.

Convictions
The Suitability Policy applies to any applicant who has convictions. A copy can be found at
http://www.wakefield.gov.uk/business/licensing-and-trading/taxis/driver-licences-hackneycarriage-and-private-hire

General Guidance







A licence, if granted, will be for a period not exceeding three years.
Until you hold a valid private hire or hackney carriage driver’s licence then you are not
permitted to drive any private hire or hackney carriage vehicle for any purpose. If you are
found to be driving a private hire or hackney carriage vehicle without a valid licence you may
be liable to prosecution.
Any vehicle, which you intend to drive for private hire or hackney carriage purposes, must be
a licensed private hire or hackney carriage vehicle. In addition, a private hire vehicle must be
booked through a licensed private hire operator. Application forms for both are available
from the Licensing Office.
If a licence is granted to you, any change in the information supplied on this form must be
notified to the Council immediately.

OVERVIEW OF HOW TO APPLY - RENEWALS
Step 1: Obtain a Medical Certificate
Do you require a medical? If so you must undergo a medical examination to the Group 2 standard
for Vocational Drivers with a registered doctor who has access to your full medical history. You can
obtain a medical form from the Licensing Office or online www.wakefield.gov.uk The certificate is
valid for 3 months from the date it has been completed (see overleaf for more details)
Step 2: Submit Your Application
In order to submit your application you will be required to produce the following:







Application form
Disclosure and Barring Service (DBS) application form
Identity documents to support your DBS application – please see separate guidance
DVLA driving licence and a code to check your driving licence online
Proof of Right to Work in the UK
Certificate of good conduct (if applicable)
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 Medical Certificate (if applicable)
Only original documents will be accepted, and must be in your correct name and address where
applicable.

Step 3: Register with the DBS Update Service
It is a requirement that all applicants and licence holders subscribe to the DBS Update Service.
Further information and guidance on how to do this can be viewed at https://www.gov.uk/dbsupdate-service
Step 4: Produce DBS certificate and evidence of subscription to DBS Update Service
You must produce your certificate to the Licensing Office within 28 days of the date of issue. If you
fail to do this your application will be refused. Your subscription to the Update Service will be verified
to ensure you have complied with this essential requirement of the application.
Step 5: Application is considered
Once you have completed the above steps your application will be considered and you will be
notified of the outcome in due course.
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Appendix B – A guide to DBS checks
A GUIDE TO DISCLOSURE AND BARRING SERVICE (DBS) CHECKS FOR PRIVATE HIRE
/ HACKNEY CARRIAGE DRIVER LICENSE

Background Information:
In July 2019, the Licensing Committee adopted a new driver Suitability Policy and made it an
essential requirement that all applicants and license holders subscribe to the DBS Update
Service from 1 September 2019.

What is the DBS Update Service?
The DBS Update Service is an online subscription service that lets you keep your DBS
certificates up to date. It allows employers (in this case the Licensing Authority) to check your
certificate online, with your consent.
Joining the subscription service will save you time and money. Once you are registered you
will not need to make a separate application for an enhanced disclosure certificate as part of
the application to renew your license. In the long term it is cheaper than applying for a new
certificate every three years.

How much does cost?
You must have a valid DBS certificate in order to register. This costs £44. You pay this when
submitting your initial DBS application at the Licensing Office. After this you can contact the
DBS to subscribe to the update service. The initial cost is £13, followed by a yearly fee of £13
to maintain your registration.

How do I register?
There are two ways to register:


If you are in the process of getting an enhanced DBS certificate

You will need your application reference number (called the ‘form ref’ on your application
form). The DBS must receive your application within 28 days.


If you already have an enhanced DBS certificate

You will need your certificate number. You must register for the update service within 30 days
of the certificate being issued.

Renewing your subscription to the Update Service
Subscriptions last for one year from the ‘date of issue’ displayed on your DBS certificate –
after this, your subscription will expire. It is your responsibility to ensure you keep your
subscription up to date and that you pay the subscription fee every year. If you haven’t opted
to automatically renew, you will need to log in to your account and make a payment within 30
days before your subscription ends.
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You will receive an email reminder 30 calendar days before your subscription is due to expire.
The email will be sent from donotreply@dbs.gov.uk - you should add this address to your ‘safe
senders’ or ‘safe recipients’ list.
If your subscription has not been renewed 14 days before the expiry date, the DBS will also
send you a reminder letter. Your subscription must be renewed by the day before your
subscription expiry date. You can’t renew on the expiry date because the account will be
closed.

I already have an enhanced DBS certificate; do I need another one?
The level of DBS certificate required is:





Enhanced
Other Workforce - PHV/Taxi Licensing
Check of adult barred list
Check of children’s barred list

If you already have a certificate to the above level/standard which is registered with the update
service, you must present your original DBS certificate and the verification documents used
at the time of your registration to the Licensing Office.

I have received my DBS certificate; what do I do now?
Step 1. Contact the DBS to register the certificate with the update service. They will ask you
for your name, address, telephone number and, if relevant, any DBS reference numbers in
your correspondence.

DBS contact details
Telephone:

03000 200 190

Email:

customerservices@dbs.gov.uk

Website:

https://www.gov.uk/dbs-update-service

Step 2. Produce your original DBS certificate and 12-digit certificate reference number at the
licensing office within 28 days of the ‘date of issue’ displayed on the top right of your certificate.

Step 3. Complete and sign the consent form. We will record this on your file. This allows the
Council to go online and carry out a status check on your existing certificates.

Step 4. The Council will carry out an online status check to ensure you are registered before
your license is issued.
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My DBS certificate is not clear; what happens now?
We will check the information disclosed on the certificate and consider it in line with the
Council’s Suitability Policy.

What happens if I don’t register?
From 1 September 2019 all new applicants and existing license holders must register with the
Update Service and produce the original DBS certificate and the DBS certificate 12-digit
reference number to the Council to prove they have done so. If you fail to do this the Council
will be unable to issue any new or renewed license.

What happens if I do not maintain my subscription?
If you fail to maintain your subscription for any reason your license will be suspended with
immediate effect in line with the Councils Driver Suitability Policy. The suspension would not
be lifted or your license re-instated until you have applied for an enhanced DBS certificate and
re-subscribed to the update service and the Council are satisfied the certificate is clear.

What is my ‘form reference number?
The form reference number begins with a letter F and can be found on the top right-hand
corner of the application form.

What is my certificate number?
Your certificate number is the 12-digit number found at the top right-hand side of your DBS
certificate.

What happens if I lose/misplace my DBS certificate?
It is your responsibility to keep your certificate safe and secure as DBS do not issue
replacement DBS certificates. If you do lose or misplace you will have to apply for a new DBS
certificate.
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DBS Policy statement

Handling of DBS certificate information
Secure storage, handling, use, retention and disposal of Disclosure and Barring Service (DBS)
certificates and certificate information

General principles
As an organisation using the Disclosure and Barring Service (DBS) checking service to help
assess the suitability of applicants for positions of trust, Wakefield Council complies fully with
the code of practice regarding the correct handling, use, storage, retention and disposal of
certificates and certificate information.
It also complies fully with its obligations under the General Data Protection Regulation
(GDPR), Data Protection Act 2018 and other relevant legislation pertaining to the safe
handling, use, storage, retention and disposal of certificate information and has a written policy
on these matters, which is available to those who wish to see it on request.
Storage and access
Certificate information should be kept securely, in lockable, non-portable, storage containers
with access strictly controlled and limited to those who are entitled to see it as part of their
duties.

Handling
In accordance with section 124 of the Police Act 1997, certificate information is only passed
to those who are authorised to receive it in the course of their duties. We maintain a record of
all those to whom certificates or certificate information has been revealed and it is a criminal
offence to pass this information to anyone who is not entitled to receive it.
In addition, organisations that require retention of certificates in order to demonstrate ‘safer
recruitment’ practice for the purpose of safeguarding audits may be legally entitled to retain
the certificate. This practice will need to be compliant with the Data Protection Act, Human
Rights Act, General Data Protection Regulation (GDPR), and incorporated within the individual
organisation’s policy on the correct handling and safekeeping of DBS certificate information.
Usage
Certificate information is only used for the specific purpose for which it was requested and for
which the applicant’s full consent has been given.

Retention
Once a recruitment (or other relevant) decision has been made, we do not keep certificate
information for any longer than is necessary. This retention will allow for the consideration and
resolution of any disputes or complaints, or be for the purpose of completing safeguarding
audits.
Throughout this time, the usual conditions regarding the safe storage and strictly controlled
access will prevail.
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Disposal
Once the retention period has elapsed, we will ensure that any DBS certificate information is
immediately destroyed by secure means, for example by shredding, pulping or burning. While
awaiting destruction, certificate information will not be kept in any insecure receptacle (e.g.
waste bin or confidential waste sack).
We will not keep any photocopy or other image of the certificate or any copy or representation
of the contents of a certificate. However, notwithstanding the above, we may keep a record of
the date of issue of a certificate, the name of the subject, the type of certificate requested, the
position for which the certificate was requested, the unique reference number of the
certificates and the details of the recruitment decision taken.

Acting as an Umbrella Body
Before acting as an umbrella body (an umbrella body being a registered body which
countersigns applications and receives certificate information on behalf of other employers or
recruiting organisations), we will take all reasonable steps to satisfy ourselves that they will
handle, use, store, retain and dispose of certificate information in full compliance with the code
of practice and in full accordance with this policy.
We will also ensure that anybody or individual, at whose request applications for DBS
certificates are countersigned, has such a written policy and, if necessary, will provide a model
policy for that body or individual to use or adapt for this purpose.
The Council abides by the Code of Practice (established under section 122 of Part V Police
Act 1997) which every applicant, who is subject to a criminal records check, is advised to read.
The Council fully complies with the Code of Practice regarding correct handling, use, storage,
retention and disposal of criminal record checks and related information. We are also
complying fully with our obligations under the Data Protection Act and other relevant
legislation.

Please note:
Failure to declare a conviction, caution or pending police action, may disqualify the applicant
from appointment or result in summary dismissal if the discrepancy comes to light later. If
applicants would like to discuss whether a conviction held would debar them from working in
the position applied for, they should telephone Human Resources in confidence, for advice.
The Rehabilitation of Offenders Act 1974
The Rehabilitation of Offenders Act enables some criminal convictions to be ignored after a
rehabilitation period. The purpose of the Act is to ensure that people do not have a lifelong
blot on their records because of a relatively minor offence in their past. The rehabilitation
period is automatically determined by the sentence, and starts from the date of the conviction.
After this period, if there has been no further conviction the conviction is "spent" and, with
certain exceptions, need not be disclosed by the ex- offender in any context e.g. when applying
for a job.
Certain professions and employments are exempt from the Act so that individuals are not
allowed to withhold details of previous convictions in relation to their job when applying for
positions in similar fields. Those professions relevant to the Council include:
Those working with children and other vulnerable groups, such as teachers and social workers
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Those working in professions associated with the justice system, such as solicitor, police,
court clerk, probation officer, prison officer and traffic warden
Accountants
Certain officials and employees from government and public authorities with access to
sensitive or personal information or official databases about children or vulnerable adults
Any office or employment concerned with providing health services which would normally
enable access to recipients of those health services
Officers and other persons who execute various court orders
Taxi drivers and other transport workers.
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Appendix C – Driver suitability
A POLICY ON DETERMINING THE SUITABILITY OF APPLICANTS AND LICENSEES AS
DRIVERS IN TAXI & PRIVATE HIRE LICENSING

Introduction
1.

The West Yorkshire and York licensing authorities, which consist of Bradford, Calderdale,
Leeds, Kirklees, Wakefield and York, recognise that the role of Hackney Carriage and Private
Hire Drivers is a professional one. Hackney Carriage and Private Hire Drivers transport our
most vulnerable persons and are often the first point of contact for visitors to each authority.

2.

The reason for this policy is to ensure that the travelling public within West Yorkshire and York
can be confident that the drivers licensed by each authority are suitable for this role, that the
standards applied are consistent across each Authority area and that the requirements will be
the same for whichever authority they choose to apply to.

3.

It is a function of the Council to issue Hackney Carriage and Private Hire licenses under the
Local Government (Miscellaneous Provisions) Act 1976. This policy will apply to all new
applicants and to existing licensees on renewal.

4.

The overriding requirement of the Council when carrying out this function is the protection of
the public and others who use (or can be affected by) Hackney Carriage and Private Hire
services. The aim of this policy is to ensure that public safety is not compromised.

5.

The Council must ensure that applicants/license holders are and remain “fit and proper” to
hold a license, they cannot be granted a license unless the Council is satisfied. This
requirement is contained within Sections 51 & 59 of the Local Government (Miscellaneous
Provisions) Act 1976 – a modern expression of fit & proper would be ‘safe & suitable’ to be
licensed.

6.

This policy categorises the types of issues including, crime and driving convictions that form
part of the “fit & proper” test to facilitate the assessment of the potential risk to the public. As
part of this assessment the Council is concerned to ensure that:





7.

An individual does not pose a threat to the public.
The Council’s obligations to safeguard children and vulnerable adults are met.
The public are protected from dishonest persons.

The standards of safety and suitability are not set as a base minimum. They are set high to
give the public the assurance it requires when using taxi services. The Council does not have
to strike a balance between the driver’s right to work and the public’s right to protection. The
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public are entitled to be protected. This means that the Council is entitled and bound to treat
the safety of the public as the paramount consideration.

8.

Taxis are used by almost everyone, but they are used regularly by particularly vulnerable
groups: children; the elderly; disabled people; and the intoxicated. A taxi driver has significant
power over passengers who place themselves and their personal safety in the driver’s hands.

9.

As part of the assessment referred to in paragraph 5 above the Council can consider
convictions and cautions but also other outcomes of actions taken by the Police, other
agencies and the Civil Courts.

10. Reference to convictions in this policy also includes cautions, community resolutions,
warnings, reprimands, all forms of fixed penalty notices, restrictive type orders and other
relevant information. These must be reported to the Council in writing within 7 days of
occurrence. In addition, any information relating to the licensee is potentially relevant if it is
relevant to their safety and suitability to hold a license and must be disclosed by an applicant
or licensee.

11. Matters which have not resulted in a criminal conviction (whether as a result of an acquittal, a
conviction being quashed, a decision not to prosecute or an investigation which is continuing
where the individual has been bailed) will be taken into account by the Council. Any arrest or
questioning by the police (i.e. assisting with enquiries) must be disclosed within 7 days.
Complaints about the conduct of a licensee/applicant where there was no police involvement
will also be considered.

12. In the case of a new applicant who has been charged with any offences and is awaiting trial,
the determination will be deferred until the trial has been completed or the charges withdrawn.

13. The licensing process places a duty on the Council to protect the public. Therefore it is
essential that those seeking a living as a driver meet the required standards. As previous
offending and other behaviour can be considered as a predictor in determining future
behaviour, it is important that the Council considers all relevant factors including previous
convictions, cautions, complaints, failures to comply with license conditions and the time
elapsed since these were committed.

Applying the Guidance

14. One of the purposes of this policy is to provide guidance to an applicant or existing license
holder on the criteria to be taken into account by the Council when determining whether or not
an applicant, or an existing licensee on renewal, is fit & proper to hold a hackney carriage or
private hire driver’s license.
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15. In all cases the Council will consider a conviction or behaviour and what weight should be
attached to it. Each case will be decided on its own merits and in line with this policy and the
Council shall only depart from this Policy in exceptional circumstances. Any offences
committed or unacceptable behaviour reported whilst driving a licensed vehicle will be viewed
as an aggravating feature and the fact that any other offences were not connected to the
private hire/hackney carriage trades will not be viewed as a mitigating factor.

16. There must be clear and compelling reasons for the Council to depart from this policy. The
otherwise good character and driving record of the applicant or license holder will not ordinarily
be considered exceptional circumstances nor will the impact of losing (or not being granted)
a license on the applicant and/or his family. Personal circumstances such as the financial
impact on an applicant will not be taken into account.

17. The granting of a license places an individual in a unique position of trust and they are
expected to act with integrity and demonstrate conduct befitting of the trust placed in them.
For this reason, whilst it is possible for an applicant or existing license holder to have
convictions that individually comply with the policy, the overall offending history and conduct
of the applicant/license holder will be considered. Appropriate weight will be applied where a
series of convictions/incidents have been incurred over a period of time.

18. The Policy applies throughout the duration of a license. If an existing license holder’s conduct
falls short of the fit and proper standard of behaviour at any time, their license will be reviewed
in line with this policy.

19. Where a license would normally be granted after an elapsed period, there may be
circumstances where the elapsed period will be extended. For example, license holders are
obliged to inform the Council in writing within 7 days of any conviction, caution, warning,
reprimand, fixed penalties, arrests and summonses in accordance with this policy, which
means supplying the Council with any information that will impact on their continued safety &
suitability to hold a license. If the license holder fails to do this then any time period to elapse
will be extended to ensure the license holder does not avoid the consequences of prompt
disclosure. A lack of transparency by the license holder will not place them in a better position
than honest & transparent license holders.

20. Any foreign offence disclosed by the applicant/license holder or revealed on an enhanced
Disclosure & Barring Service Disclosure will be dealt with in line with this Policy.

21. Any concerns, issues, incidents or convictions/offences not covered by this Policy will not
prevent the Council from taking them into account.

Disclosure and Barring Service

22. Applicants need to be aware that as a consequence of the Rehabilitation of Offenders Act
1974 (Exceptions) (Amendment) Order 2002, they are excluded from the provisions of the
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Rehabilitation of Offenders Act 1974 in relation to spent convictions and that ALL convictions
(including minor motoring convictions and fixed penalty notices) must be declared. The
Secretary of State made this exemption because it is necessary to put public safety as the
first consideration and to enable the Councils to take a wider view of the applicant over a
longer timescale.

23. The Council conducts enhanced disclosures from the Disclosure and Barring Service (“DBS”)
of any applicant for a drivers license. Applicants will be required to obtain an enhanced
disclosure at their expense and to subscribe to the Disclosure and Barring Update Service.
24. Any information contained in the Enhanced DBS Certificate that identifies an individual as not
suitable to work with children or vulnerable adults will ordinarily lead to refusal of a license.

25. The Council is entitled to use any records and information including any complaints history
that may be available to it in determining applications or an entitlement to continue holding a
license. This may include information held by the Council or other Councils and information
disclosed by the Police in accordance with the provisions of Common Law Police Disclosure.

26. In determining safety and suitability the Council is entitled to take into account all matters
concerning that applicant or licensee. This includes not only their behaviour whilst working in
the hackney carriage or private hire trade, but also their entire character including, but not
limited to, their attitude and temperament.

27. Any applicant who has resided outside the UK for any period longer than 3 months within the
preceding 3 years will be require to produce a certificate of good conduct dated in the last 3
months which details any convictions or cautions recorded against the individual. It is the
applicant’s responsibility to obtain this evidence at their cost. This will be in addition to the
Enhanced DBS. Alternatively an applicant may be required to produce a Statutory Declaration
containing information to the same effect dated in the last 3 months.

28. It is the responsibility of the applicant/license holder to satisfy the Council that they are and
remain a fit and proper person to hold a license. Therefore the applicant/license holder must
ensure that any matter that may impact on their continued safety & suitability is disclosed to
the Council, including any matter incurred outside the UK. All convictions, cautions, warnings,
reprimands, fixed penalties, arrests, summonses or questioning by/assisting police with
enquiries should be disclosed. A failure to report any matter that impacts on the license
holder’s continued ‘safety & suitability’ will be given significant weighting as it demonstrates a
lack of honesty & transparency with the Council.

29. Once a license has been granted there is a continuing requirement on the part of a licensee
to maintain their safety and suitability to meet the “fit and proper” test. The Council has the
powers to take action against license holders and any behaviour, incidents, convictions or
other actions on the part of the licensee which would have prevented them from being granted
a license will lead to the license being revoked.
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30. Any dishonesty by any applicant or other person acting on the applicant’s behalf which occurs
in any part of the application process will result in a license being refused, or if already granted,
revoked and may result in prosecution.

31. An applicant must hold a full DVLA driver’s license, have the right to remain and work in the
UK and be a “fit and proper” person.

32. Under the Local Government (Miscellaneous Provisions) Act 1976 section 57, the Council has
the power to require an applicant to provide:

“such information as they may reasonably consider necessary to enable them to determine
whether the license should be granted and whether conditions should be attached to such
license.”

The provision of this information can help to satisfy the Council that a person has the skills
and competencies to be a professional driver to hold a license. However, the concepts of “fit
and proper” or “safe and suitable” go beyond this. There is the character of the person to be
considered as well.

33. The character of the applicant in its entirety is the paramount consideration when considering
whether they should be licensed. The Council is not imposing an additional punishment in
relation to previous convictions or behaviours. The information available to them is used to
make an informed decision as to whether or not the applicant or license holder is or remains
a safe and suitable person.

34. The fact that an offence was not committed when the applicant was driving a taxi or when
passengers were aboard is irrelevant. Speeding, drink driving and bald tyres are all
dangerous, irrespective of the situation. Violence is always serious and should not be
considered less serious if a domestic dispute. A person who has a propensity to violence has
that potential in any situation. Sexual offences are always serious. A person who has in the
past abused their position (whatever that may have been) to assault another sexually has
demonstrated completely unacceptable standards of behaviour.

35. Licensees are expected to demonstrate appropriate professional conduct at all times, whether
in the context of their work or otherwise. Licensees should be courteous, avoid confrontation,
not be abusive or exhibit prejudice in any way. Licensees should not take the law into their
own hands. Licensees are expected to act with integrity and demonstrate conduct befitting
the trust that is placed in them.

36. There are those who seek to take advantage of vulnerable people by providing services they
are not entitled to provide; for example, by plying for hire in an area where they are not entitled
to do so. The Council expects licensees to be vigilant of such behaviour and to report any
concerns to the Police and the relevant licensing authority. Passengers must feel able to
check that the person offering a service is entitled to do so. Licensees must be willing to
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demonstrate that they are entitled to provide the service offered by, for example, showing their
badge. Any applicant or licensee who does not comply with the requirements set out in this
paragraph will not meet the “fit and proper” test.

Criminal and Driving Convictions

37.

The Council considers that a period of time must elapse after a crime before a person
can no longer be considered to be at risk of re-offending. The timescales set out in Table A
are to reduce the risk to the public to an acceptable level.

38. In relation to a single conviction Table A sets out the time periods that should elapse following
completion of the sentence (or the date of conviction if a fine was imposed) before a license
will be granted OR from the date of disclosure to the Council if later than the preceding dates.

39. The Council will look at the entirety of the individual and in some cases the suitability will not
be determined simply by a specified period of time having elapsed following a conviction or
the completion of a sentence. The time periods are a relevant and weighty consideration but
they are not the only determining factor.

40. In addition to the nature of the offence or other behaviour, the Council will also consider the
quantity of matters and the period of time over which they were committed. Patterns of
repeated unacceptable or criminal behaviour are likely to cause greater concern than isolated
occurrences as such patterns can demonstrate a propensity for such behaviour or offending.

41. This policy does not replace the Council’s duty to refuse to grant a license where they are not
satisfied that the applicant or licensee is a fit and proper person. Where a situation is not
covered by this policy the Council must consider the matter from first principles and determine
the fitness of the individual.

42. Some offences on their own are serious enough for a license not to be granted and these are
identified in Table A. In the case of an existing license “refused” in the Table means “revoked”.

43. Crimes resulting in death - Applicants and licensees should be aware that where they have
been convicted of a crime which has resulted in the death of another person or was intended
to cause the death or serious injury of another person they will not be licensed.

44. Exploitation - Where an applicant or licensee has been convicted of a crime involving, related
to, or has any connection with abuse, exploitation, use or treatment of another individual
irrespective of whether the victim or victims were adults or children, they will not be licensed.
This includes slavery, child sexual exploitation, grooming, psychological or financial abuse.
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45. Sex Offenders Register - The Council will not grant a license to any applicant who is currently
on the Sex Offenders Register or on any “barred” list. Existing licensees who are place on the
Sex Offenders Register or on any “barred” list will have their license revoked.

46. Convictions for attempt or conspiracy will be regarded as convictions for the substantive crime.
A caution is regarded in exactly the same way as a conviction. Fixed penalties and community
resolutions will also be considered in the same way as convictions.

Motoring Convictions
47. Road Safety is a major priority to the Council. A taxi driver has direct responsibility for the
safety of their passengers, direct responsibility for the safety of other road users and significant
control over passengers who are in their vehicle. As those passengers may be alone, and may
also be vulnerable, any driving convictions or unacceptable behaviour whilst driving will weigh
heavily against a license being granted or retained.

48. Taxi drivers are professional drivers charged with the responsibility of carrying the public. Any
motoring convictions demonstrate a lack of professionalism and will be considered seriously.
Whilst it is accepted that offences can be committed unintentionally, and a single occurrence
of a minor traffic offence would not prohibit the grant of a license or may not result in action
taken against an existing license, subsequent convictions would indicate that the licensee
does not take their professional responsibilities seriously and is therefore not a safe and
suitable person to be granted or retain a license.

Failure to disclose ‘convictions’/relevant information
49. The Council is reliant upon a license holder to inform the Council as regulator of any
‘conviction’ or relevant matter within 7 days of its occurrence. It is a matter of honesty and
transparency with the regulator. If a license holder fails to do so then any time to elapse from
the end of sentence or date of conviction will run from the date of written notification to the
Council. License holders will not be permitted to avoid the normal consequences of disclosure
putting themselves in a better position than open & honest licensees who make proper &
timely disclosure.

Immediate revocations and suspensions
Revocations
50.

A license will be revoked under the Scheme of Delegation by an Officer of the
Council, with immediate effect, in the interest of public safety, in the following circumstances:






A person is charged with a criminal offence in respect of which the sentencing
powers carry a term of imprisonment or
A person is summonsed to appear in Court for such an offence.
A person is deemed by a qualified general practitioner that the individual is unfit
to drive to Group 2 Medical Standards
Where a person’s Ordinary Road Traffic Act Driving License is revoked or
suspended
Where a person is disqualified from driving for any period of time
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Where a person has been served an immigration penalty or convicted of an
immigration offence.

Suspensions
51. A license will be suspended under the Scheme of Delegation by an Officer of the Council,
with immediate effect, in the interest of public safety, in the following circumstances:





Where a person fails to produce a medical to provide proof of his/her fitness to
drive to Group 2 Medical Standards
Where a person fails to provide a valid photo card DVLA driving license, on
request.
Where a person fails to maintain their subscription to the Disclosure and Barring
Service update service.
Where the result of a status check on the Disclosure and Barring Service update
service indicates there has been a change to the status of a license holder’s DBS
certificate.

Decision and Right of Appeal
52. Where the Council is minded to refuse an application or suspend or revoke an existing license
in line with this policy the applicant or existing license holder will be informed and be given an
opportunity to provide any additional written evidence in support of their application or
retention of their license.

53. The Council, at its absolute discretion, may determine to meet with the applicant or existing
license holder for the purpose of clarifying information provided or received. The applicant can
be accompanied by one individual at the meeting who is not permitted to make comment or
enter into any part of the discussion.

54. The Applicant or existing license holder will be notified in writing of the Council’s final decision
within 14 days of it being made.

55. Any person whose application is refused or license suspended or revoked by the Council has
a right of appeal to the Magistrates’ Court. An Appeal must be lodged within 21 days of the
decision at the appropriate Magistrates’ Court. Appeal rights are contained in Section 77 of
the Local Government (Miscellaneous Provisions) Act 1976 (Part II) and Section 300 of the
Public Health Act 1936.

Expedited application process
56. Where a license has been revoked with immediate effect and it later comes to light that this
decision may not be sustainable, an expedited application process is applied requiring the
production of only those documents that would have a direct bearing on the issue of a further
license. These will be considered on a case by case basis depending on the circumstances
surrounding the revocation but could include a further enhanced DBS certificate. Any
additional documents are obtained at the applicant’s own expense. A new completed
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application form would be required but no application fee is charged as any further license can
only be issued to the date the revoked license would have expired.

TABLE A - In relation to a single conviction the time periods that should elapse following
completion of the sentence imposed (or the date of conviction if a fine was imposed) whichever
is the later before a license will be granted OR from the date of disclosure to the Council if
later than the preceding dates.

Offence

Period to Elapse

Crimes resulting in death of another person or was
intended to cause the death or serious injury to another
person.

No period is thought sufficient
to have elapsed and the
application will be refused.

Exploitation – any crime involving, related to, or has any
connection with abuse, exploitation, use or treatment of
another individual irrespective of whether the victims
were adults or children including, for example: slavery,
child sexual exploitation, grooming, psychological,
emotional, or financial abuse.

No period is thought sufficient
to have elapsed and the
application will be refused.

Violence – Offences involving violence (including arson,
riot, terrorism offences, harassment, common assault &
criminal damage) or connected with any offence of
violence.

10 years

Possession of a weapon or any other weapon related
offence.

7 years

Sex and indecency offences – any offence involving or
connected with illegal sexual activity or any form of
indecency.

No period is thought sufficient
to have elapsed and the
application will be refused.
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Dishonesty – any offence of dishonesty, or any offence
where dishonesty is an element of the offence.

7 years

DRUGS
Drugs supply – any conviction for, or related to, the
supply of drugs, or possession with intent to supply or
connected with possession with intent to supply.

Drugs use – any conviction for possession of drugs, or
related to possession of drugs.

10 years

5 years

Discrimination – any conviction involving or connected
with discrimination in any form.

7 years

MOTORING OFFENCES

Period to Elapse – since the
completion of any sentence or
driving ban imposed.

Drink driving/driving under the influence of drugs.

7 years

Driving whilst using a hand-held telephone or other hand
held device.

5 years

3 years
Minor traffic or vehicle related offences – offences
which do not involve loss of life, driving under the
influence of drink or drugs, driving whilst using a hand
held telephone or other device and has not resulted in
injury to any person or damage to any property (including
vehicles) resulting in 7 or more points on a DVLA license.
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Major traffic or vehicle related offences – offences not
covered under minor traffic or vehicle related offences
and also any offence which resulted in injury to a person
or damage to any property (including vehicles), driving
without insurance or any offence relating to motor
insurance.

7 years

Hackney carriage and private hire offences -

7 years

offences concerned with or connected to hackney
carriage or private hire activity.

Vehicle use offences – any offence which involved the
use of a vehicle for example, being carried in vehicle
without the owner’s consent.

7 years

Motoring offences and penalty points
The following is a guide to the number of penalty points a court may impose, it does not reflect
the fact that some offences may incur a disqualification. These codes are recorded from
information supplied by the courts (accurate at the time of this document).
Penalty
Points

Code Offence
Accident Offences
AC10 Failing to stop after an accident

5-10

AC20 Failing to give particulars or to report an accident within 24 hours

5-10

AC30 Undefined accident offences

4-9

Disqualified Driver
BA10 Driving whilst disqualified by order of court

6

BA30 Attempting to driver while disqualified by order of court

6

Careless Driving
CD10 Driving without due care and attention

3-9

CD20 Driving without reasonable consideration for other road users

3-9
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CD30 Driving without due care and attention or without reasonable consideration for other
road users
3-9
CD40 Causing death through careless driving when unfit through drink

3-11

CD50 Causing death by careless driving when unfit through drugs

3-11

CD60 Causing death by careless driving with alcohol level above the limit 3-11
CD70 Causing death by careless driving then failing to supply a specimen for analysis
3-11
CD71 Causing death by careless driving then failing to supply a specimen for drug analysis
3-11
CD80 Causing death by careless, or inconsiderate, driving

3-11

CD90 Causing death by driving: unlicensed, disqualified or Uninsured drivers 3-11
Construction & Use Of Offences
CU10 Using a vehicle with defective brakes

3

Causing
or
likely
to
cause
danger
by
reason
of
CU20 use of unsuitable vehicles or using a vehicle with parts or accessories 3
(excluding brakes, steering or tyres) in a dangerous condition
CU30 Using a vehicle with defective tyre(s)

3

CU40 Using a vehicle with defective steering

3

CU50 Causing or likely to cause danger by reason of load or passengers

3

C80 Using a mobile phone while driving a vehicle

3

Dangerous Driving
DD40 Dangerous Driving

3-11

DD60 Manslaughter or culpable homicide while driving a vehicle

3-11

12
DD90 Furious Driving

3-9

Drink or Drugs
DR10 Driving or attempting to drive with alcohol level above limit

3-11

DR20 Driving or attempting to drive while unfit through drink

3-11

DR30 Driving or attempting to drive then failing to supply a specimen

3-11

DR40 In charge of a vehicle while alcohol level above limit

10

DR50 In charge of vehicle while unfit through drink

10

DR60 Failure to provide a specimen for analysis in circumstances other than driving or
attempting to drive
10
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DR61 Failure to supply a specimen for drug analysis in circumstances other than driving or
attempting to drive
10
DR70 Failing to provide specimen for breath test

4

DR80 Driving or attempting to drive when unfit through drugs

3-11

DR90 In charge of a vehicle when unfit though drugs

3-11

Insurance Offences
IN10 Using a vehicle uninsured against third party risks

6-8

License Offences
LC20 Driving otherwise than in accordance with the license

3-6

LC30 Driving after making a false declaration about fitness applying for a license 3-6
LC40 Driving a vehicle having failed to notify a disability

3-6

LC50 Driving after a license has been revoked or refused on medical ground

3-6

Miscellaneous Offences
MS10 Leaving a vehicle in a dangerous position

3

MS20 Unlawful pillion riding

3

MS30 Play street offences

2

MS50 Motor racing on the highway

3-11

MS60 Offences not covered by other codes As Appropriate
MS70 Driving with uncorrected defective eyesight

3

MS80 Refusing to submit to an eyesight test

3

MS90 Failure to give information as to identity of driver etc.
Motorway Offences
MW10 Contravention of Special Roads Regulations (excluding 3 speed limits)
Pedestrian Crossings
PC10 Undefined Contravention of Pedestrian Crossing Regulation

3

PC20 Contravention of Pedestrian Crossing Regulations with moving vehicle

3

PC30 Contravention of Pedestrian Crossing Regulations with stationary vehicle 3
Speed Limits
SP10 Exceeding goods vehicle speed limits

55
VERSION 7

3-6

SP20 Exceeding speed limit for type of vehicle (excluding goods or passenger vehicles)
3-6
SP30 Exceeding statutory speed limit on a public road

3-6

SP40 Exceeding passenger vehicle speed limit

3-6

SP50 Exceeding speed limit on a motorway

3-6

Traffic Directions And Signs
TS10 Failing to comply with traffic light signals

3

TS20 Failing to comply with double white lines

3

TS30 Failing to comply with ‘Stop’ sign

3

TS40 Failing to comply with direction of a constable/warden

3

TS50 Failing to comply with a traffic sign (excluding stop signs, traffic signs or double white
lines)
3
TS60 Failing to comply with a school crossing patrol sign

3

TS70 Undefined failure to comply with a traffic direction sign

3

Special Code
TT99

To signify a disqualification under totting-up procedure. If the total of penalty points
reaches 12 or more within 3 Years, the driver is liable to be disqualified

Theft or Unauthorised Taking
UT50 Aggravated taking of a vehicle
Source www.gov.uk
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3-11

Appendix D - Private Hire Driver Conditions of License
These conditions of license are made pursuant to Section 51 of the Local Government
(Miscellaneous Provisions) Act 1976 and Section 46 of the Town and Police Clauses Act 1847
1. Driver License
The licensee must not assign or in any way part with the benefit of the license which is personal
to the licensee.
2. Driver Badge
1. The driver must at all times, when driving a licensed vehicle for hire or reward, wear
the driver’s badge issued by the Council on a prominent visible place on the outer
clothing. Drivers may wear their badge in the following ways:
 A clip badge attached to clothing in a prominent position
 A
plain,
block
coloured
lanyard
around
the
neck
• A plain, block coloured armband with a transparent pouch to be worn on the
left arm, where a driver badge can be fitted into and is clearly visible to
passengers.
2. The driver’s badge remains the property of the Council. Upon expiry of the license and
badge (whether application to renew has been made or not) the badge must be
returned to the Council within 7 days of expiry or other such time as the Council may
specify.
3. The badge must be returned to the Council immediately if the license is suspended,
revoked or becomes invalid for any reason (e.g.: expiry).
3 Conduct of Driver
1. The driver must dress in accordance with the Council’s Dress Code as set out in
Appendix F.
2. The driver must comply with the Council’s Code of Conduct when working with
vulnerable passengers which is contained within Appendix G.
3. The driver must behave in a civil and orderly manner and comply with all reasonable
requirements of any person hiring or being conveyed in the vehicle.
4. The driver must afford all reasonable assistance with passenger luggage as may be
required. At the conclusion of the journey, the driver must similarly offer all reasonable
assistance to passengers leaving the vehicle and assist them with luggage or any
disability aids or wheelchair.
5. Particular care must be taken with unaccompanied children and vulnerable adults.
Drivers must remain alert safeguarding matters related to children and vulnerable
adults. Drivers should ensure that children and vulnerable adults leave the vehicle
directly onto the kerb immediately outside their destination (if it is safe and legal to do
so).
6. The driver must take all reasonable steps to ensure the safety of passengers entering
or conveyed in, or alighting from the vehicle, especially those passengers with a
disability.
7. The driver must not smoke, vape or use cigarettes, or any similar device or substance
in the vehicle at any time as provided by the Health Act 2006.
8. The driver must not, without the express consent of the hirer, drink or eat in the vehicle
(water may be drunk) or play any radio or sound reproducing instrument or equipment
in the vehicle other than for the sending or receiving messages in connection with the
operation of the vehicle.
9. The driver must at all times when driving a licensed vehicle ensure that such vehicle
is maintained in a roadworthy and clean condition.
57
VERSION 7

10. The driver of a licensed vehicle must ensure that none of the markings signs notices
that are required to be displayed on the vehicle become concealed from public view or
be so damaged or defaced that any figure or material is rendered illegible.
11. The driver of a private hire vehicle must if he/she is aware that the vehicle has been
hired to be in attendance at an appointed time and place or he/she has otherwise been
instructed by the operator or proprietor of the vehicle to be in attendance at an
appointed time and place punctually attend at the appointed time and place unless
delayed or prevented by sufficient cause.
12. The use of scanner equipment is prohibited.
13. The driver of a wheelchair accessible vehicle is required to hold a Council approved
Wheelchair Assessment Certificate.
14. Where there is a reasonable cause to believe that there is a need to assess a license
holders English language literacy and numeracy skills because of a substantiated
complaint, or an expressed concern from an identified person, an authorised officer
may require, in writing, a licensed driver to undertake such testing at his/her own
expense. A reasonable time scale of up to three months will be set for the test to be
successfully undertaken at a place designated by the Council. If unsuccessful, or there
is a failure to attend, the license of the driver may be suspended, and consideration
given to its revocation.
15. During the lifetime of a driver’s license, an authorised officer of the Council may require
a license holder to undertake reasonable and appropriate training to meet these
expectations and requirements. Such a requirement would be in writing. A reasonable
time scale of up to 3 months will be set for the training to be successfully undertaken
at a place designated by the Council. If there is a refusal or failure to attend, or the
licensed driver does not meaningfully participate in the training or attain the training
accreditation, the license may be suspended, and consideration given to its revocation.
The cost of such training will be borne by the license holder.
16. Drivers must undertake an inspection of any vehicle that they are driving whilst working
as a private hire. This inspection must be undertaken at least daily and before the first
carriage of fare paying passengers in the vehicle whilst it is being driven by the license
holder. The checks to be carried out by the driver must include all vehicle maintenance
items listed in the annex to the Highway Code entitled ‘vehicle maintenance, safety and
security’. In addition, a check must be made to ensure that all signage and notices that
are required by the Council’s licensing conditions are appropriately fixed to the vehicle.
A record must be made by the driver to confirm that the checks have been undertaken
and this record must be available for inspection by an authorised officer of the Council.

4 Fares and Fare cards
a. The driver of a private hire vehicle must ensure that a notice is visibly displayed for the
benefit of passengers to the effect that in the absence of a published fare scale, the fare should
be agreed between passenger(s) and operator, and confirmed with the driver before
commencement of the journey. When a fare scale is used, that fare scale must be displayed
and be a similar size to the fare cards carried by Hackney Carriages. This must give an
accurate reflection of the charge, including any specific additions (i.e. Bank Holiday and after
midnight loading) the customer may be expected to pay.
The driver must not, if driving a licensed vehicle fitted with a taximeter, cause the fare recorded
thereon to be cancelled or concealed until the hirer has had the opportunity of examining it
and has paid the fare.
The driver must not demand from any hirer of a private hire vehicle, a fare in excess of any
previously agreed for that hiring between the hirer and the operator. If the vehicle is fitted with
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a taximeter and there has been no previous agreement as to the fare, the fare shown on the
face of the taximeter shall be required.
The driver must, if requested by the hirer, provide a written receipt for the fare paid. The receipt
should bear the name and address of the proprietor of the vehicle, alongside the badge
number of the driver.
Passengers
The license holder must not cause, suffer, or permit a greater number of persons exclusive of
the driver than the number of persons specified in the license issued in respect of that vehicle.
In addition, the driver must ensure that seat belt legislation is compiled with for all passengers,
including children, within the vehicle.
The driver must not allow to be conveyed in the front of a licensed vehicle:




More than one person unless the vehicle is manufactured to carry two front seat
passengers and seat belts are fitted for both passengers.
Subject to the paragraph below, any child under the age of 10 years old, subject to
paragraph iv below, any person between the ages of 10 and 18 years old, unless the
passenger is part of a group that includes at least one person over the age of 18
All other passenger seats in the vehicle are occupied by persons under the age of 18.

The first two bullet points above do not apply in cases where it is not reasonably practicable
for the child to sit in the rear of the vehicle due to them having impaired mobility or some other
impairment that would mean that it is safer for them to sit in the front seat. The impairment
must be confirmed by an appropriate adult (who is independent of the driver). The adult must
be familiar with the child’s specific needs and confirm that it is not reasonably practicable for
the child to sit in the rear seat as a result of that impairment. In these cases, a record must be
made of the adult’s name and contact details and this record must be retained by the driver
for at least 28 days.
The driver must not, without the consent of the hirer of the vehicle, convey any other person
in that vehicle for the length of the hirer’s journey.
The driver must provide all reasonable assistance to passengers, especially those with a
disability.
6 Vulnerable Passengers
The Equality Act 2010 places the following duties on licensed drivers:
a. Duty to assist passengers in Wheelchairs
Section 36 of the Disability Discrimination Act 1995 places a duty on the driver of a designated*
wheelchair accessible hackney carriages and private hire vehicles to:






Carry the passenger while in the wheelchair;
Not to make any additional charge for doing so;
If the passenger chooses to sit in a passenger seat to carry the wheelchair;
To take such steps as are necessary to ensure that the passenger is carried in safety
and reasonable comfort; and
To give the passenger such mobility assistance as is reasonably required.

* Designated vehicles are those listed by the Licensing Authority under section 167of the
Equality Act 2010 as being a ‘wheelchair accessible vehicle’
Section 36 of the DDA 1995 remains in effect until such time as section
165 of the Equalities Act 2010 comes into force. It will then be a condition of license that drivers
adhere to the requirements of s165 of the 2010 Act.
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b. Duty to carry guide dogs and assistance dogs
The driver must not fail or refuse to carry out a booking by or on behalf of a person with
disabilities who is accompanied by an ‘assistance dog’ unless the driver has a Medical
Exemption granted by the Licensing Authority and is displaying the Exemption Certificate in
the approved manner or in the vehicle.
A medical exemption certificate shall be renewable every three years.
Any animal belonging to or in the custody of any passenger should remain with that passenger
and be conveyed in the front or rear of the vehicle.
Drivers are advised to have a blanket / towel which is kept in the boot of the licensed vehicle
to be used where he/she may have concerns about excess dog hair being left in the vehicle.
7 Found Property
The driver must, following the setting down of passengers, ascertain if any property belonging
to the hirer(s) has been left in the vehicle and if not immediately able to return any such
property, must deliver the item to Wakefield Police Station at the earliest opportunity, unless
an alternative arrangement has been made with the owner of the property.

8 Medical Conditions
1. The license holder must notify the Council in writing without undue delay of any
change in medical condition.
2. The license holder must at any time, or at such intervals as the Council requires,
produce a certificate in the form prescribed by the Council signed by a registered
medical practitioner to the effect that he/she is or continues to be physically fit to be a
driver of a private hire/hackney carriage vehicle.
9 Convictions, cautions and arrests
1. The license holder must notify the Council in writing within 7 working days (or 3 working
days in the case of arrest) providing full details of any conviction, binding over, caution,
warning, reprimand or arrest for any matter (whether or not charged) imposed on him
/ her during the period of the license.
2. The 5 days excludes a Saturday or a Sunday, Christmas Eve, Christmas Day, Good
Friday, Bank Holidays or any other day that the Council is closed.
3. The following lists the type of offences that must be reported:
i.
Any conviction (criminal or driving matter);
ii.
Any caution (issued by the Police or any other agency);
iii.
Issue of any Magistrate’s Court summonses against you;
iv.
Issue of any fixed penalty notice for any matter;
v.
Any harassment, or other form of warning or order within criminal law, including antisocial behaviour orders or similar.
vi.
Arrest for any offence (whether or not charged).
vii.
Any acquittal following a criminal case heard by a court.
4. The driver must notify the Council in writing of the acceptance of any fixed penalty
endorsement within 5 working days. The driver must subsequently inform the Council
immediately following its endorsement.
5. Whether charged or not, the driver must notify the Council within 3 working days of
their arrest for an alleged offence(s).
10 Disclosure and barring service online update service
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1. All license holders must subscribe to the Disclosure and Barring Service Online Update
Service. Any costs associated with maintaining this subscription must be met by the
license holder.
2. The license holder must give permission for the council to undertake checks of their
DBS status should the Council consider it necessary to do so. The Council will use the
update service to monitor the criminal record of license holders.
Change of operator
The license holder must notify the Council in writing within 5 working days of any change of
operator through whom he/she works.
Change of address
The license holder must notify the Council in writing within 5 working days of any change of
his/her address taking place during the period of the license, whether permanent or temporary.
Working hours
Licensed drivers will not drive when their ability to do so is impaired by having worked
excessive hours. The maximum daily driving time is nine hours, and drivers must have a break
lasting at least forty-five minutes after driving for a maximum of four and a half hours. A break
can be divided into two periods of fifteen and thirty minutes taken over the four and a half hour
period.
Customer and other personal information
Drivers must ensure that any personal information obtained during the course of their business
is stored securely, and only retained for as long as is absolutely necessary. Access to this
information must be restricted to those that will use it for the purpose for which it has been
collected.
Personal information must not be used for any other purpose other than that for which it was
collected without the express permission of the individual to which the information relates.
For example, telephone numbers provided by customers so that they can be alerted or
updated by SMS text message with regard to a booking they have made must only be used
for this purpose. The information must not be retained by the driver after the text message has
been sent, and / or used for any other purpose (such as unsolicited marketing calls).
Occasions when licensed drivers are not utilising their licenses for an extended period
of time
If circumstances are such that a licensed driver does not intend to work as a private hire driver
in Wakefield for a period exceeding four months, they must surrender their license to the
Council. The license must be surrendered as soon as it becomes clear that the holder will not
be working for a period exceeding this time.
Once the Council is in receipt of the license, the license will be suspended until such time as
the holder is in a position to commence work again. The Council reserves the right to
undertake any checks in relation to the license holder that may be required to ensure that the
driver remains a fit and proper person to hold a license. Such checks may include a medical
examination, DBS disclosure and checks with other agencies.
Examples of circumstances that may require the surrender of the license include:
The license holder intends to spend an extended period of time outside of the UK.
The license holder is ill or unable to work for some other reason;
This is not an exhaustive list.
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Duty to cooperate on regulatory matters
Licensed drivers must co-operate with authorised officers of the Council in all matters relating
to the regulation of the licensed vehicle trade.
However, this condition does not affect the license holder’s statutory protection afforded by
other legislation.
Appearance of driver
If a licensed driver alters their appearance significantly (for example by growing / removing a
beard or moustache, changing hair colour etc.), they must request a replacement ID badge
from the Council at the earliest opportunity and supply them with a up to date photograph that
is an accurate portrayal of their current appearance.
Accidents
If at any time the vehicle is involved in an accident, however minor, the driver must inform the
Council of this fact as soon as possible and in any event within 1 working day (by telephone
or email).
An accident report form must then be completed and submitted to the Council within five
working days of the accident occurring (except in exceptional circumstances when the report
must be made as soon as possible after the five working day deadline – an example of an
exceptional circumstance would be that the driver is incapacitated due to the accident and
physically unable to make the notification).
Notes
1. (i) These conditions should be read in conjunction with the provisions of
Part II of the Local Government (Miscellaneous Provisions) Act 1976.
2. (i) Any person who commits and offence against any of the provisions of the Act of
1976 pursuant to Section 76 may be liable on summary conviction to a fine not
exceeding level 3 on the standard scale or to such other penalty as expressly provided
in the Act. The license holder should ensure compliance at all times.
3. (i) The use of a vehicle not licensed as a private hire vehicle or Hackney carriage to
fulfil any private hire booking is prohibited even if no fare is charged for the journey or
irrespective of when, how and to whom any fare is payable.
4. (iv) A child can travel in a licensed vehicle without a child car seat; however, the
following must be observed:
a. children under 3 years of age can travel without a child’s car seat or seat belt, but only on
the back seat
b. children aged 3 years or older can travel without a child’s car seat if they wear an adult
seat belt
(v) If at any time the conduct of the driver leads to concerns by the Council as to whether they
remain a fit and proper to hold a license, the Council will investigate the conduct and if satisfied
that the driver is no longer fit and proper person the driver license may be suspended and
subsequently revoked.
5. (vi) Failure to declare any conviction within the required timescale together with the
nature of the conviction will be taken into account in deciding whether a license holder
is a fit and proper person to hold a hackney carriage/private hire driver license. This
may result in the suspension, revocation or refusal to renew the hackney
carriage/private hire driver license.
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6. (vi) Any infringement of the licensing conditions could lead to suspension of
revocation of the license.
7. (vi) Any request for advice from the council in relation to licensing legislation should
be in writing. A written response will be given to avoid any future dispute. This does
not preclude you from obtaining your own independent legal advice.
8. (ix) Any person aggrieved by any condition specified in the license may appeal to a
magistrates’ court within 21 days of issue.
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Appendix E – Hackney Carriage Byelaws
HACKNEY CARRIAGE BYELAWS

MADE UNDER SECTION 68 OF THE TOWN POLICE CLAUSES ACT 1847, AND SECTION 171 OF THE PUBLIC HEALTH
ACT 1875, BY THE COUNCIL OF THE CITY OF WAKEFIELD WITH RESPECT TO HACKNEY CARRIAGES.

AREAS IN WHICH BYELAWS SHALL APPLY

1. These byelaws shall be in force throughout each of the following former local government administrative areas,
namely:-

County Borough of Wakefield
Borough of Castleford
Borough of Ossett
Borough of Pontefract
Urban District of Featherstone
Urban District of Hemsworth
Urban District of Horbury
Urban District of Knottingley
Urban District of Normanton
Urban District of Stanley
Rural District of Hemsworth except the Parishes now in North Yorkshire and South Yorkshire.

INTERPRETATION

2. Throughout these byelaws:

“The Council” means the Council of the City of Wakefield.

“The District” means the former local government administrative area in which a hackney carriage is licensed to ply
for hire or in which a person is licensed to act as the driver of a hackney carriage.

PROVISIONS REGULATING THE MANNER IN WHICH THE NUMBER OF EACH HACKNEY CARRIAGE
CORRESPONDING WITH THE NUMBER OF ITS LICENSE, SHALL BE DISPLAYED

3.(a) The proprietor of a hackney carriage shall cause the number of the license granted to him in respect of the
carriage to
be legibly painted or marked on the outside and inside of the carriage, or on plates affixed thereto;

(b) A proprietor or driver of a hackney carriage shall:-
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(i) Not willfully or negligently cause or suffer any such number to be concealed from public view while the
carriage is standing or plying for hire;
(ii) not cause or permit the carriage to stand or ply for hire with any such painting, marking or plate so
defaced
that any figure or material particular is illegible.

PROVISIONS REGULATING HOW HACKNEY CARRIAGES ARE TO BE FURNISHED OR PROVIDED

4. The proprietor of a hackney carriage shall:(a) Provide sufficient means by which any person in the carriage may communicate with the driver;
(b) Cause the roof or covering to be kept watertight;
(c) Provide any necessary windows and a means of opening and closing not less than one window on each side;
(d) Cause the seats to be properly cushioned or covered;
(e) Cause the floor to be provided with a proper carpet, mat, or other suitable covering;
(f) Cause the fittings and furniture generally to be kept in a clean condition, well maintained and in every way fit for
public service;
(g) Provide means for securing luggage if the carriage is so constructed as to carry luggage;
(h) Provide an efficient fire extinguisher which shall be carried in such a position as to be readily available for use;
(i) Provide at least two doors for the use of persons conveyed in such carriage and a separate means of ingress and
egress for the driver.

5. The proprietor of a hackney carriage shall cause the same to be provided with a taximeter so constructed, attached
and maintained as to comply with the following requirements, that is to say -

(a) The taximeter shall be fitted with a key, flag, or other device the turning of which will bring the machinery of the
taximeter into action and cause the word “HIRED” to appear on the face of the taximeter;
(b) Such key, flag or other device shall be capable of being locked in such a position that the machinery of the
taximeter is not in action and that no fare is recorded on the face of the taximeter;
(c) When the machinery of the taximeter is in action there shall be recorded on the face of the taximeter in clearly
legible figures a fare not exceeding the rate or fare which the proprietor or driver is entitled to demand and take for the
hire of the carriage by distance in pursuance of the regulation in that behalf;
(d) The word “FARE” shall be printed on the face of the taximeter in plain letters so as clearly to apply to the fare
recorded thereon;
(e) The taximeter shall be so placed that all letters and figures on the face thereof are at all times plainly visible to any
person being conveyed in the carriage, and for that purpose the letters and figures shall be capable of being suitably
illuminated during any period of hiring;
(f) The taximeter and all the fittings thereof shall be so affixed to the carriage with seals or other appliances that it
shall not be practicable for any person to tamper with them except by breaking, damaging or permanently displacing
the seals or other appliances.

PROVISIONS REGULATING THE CONDUCT OF THE PROPRIETORS AND DRIVERS OF HACKNEY CARRIAGES
PLYING WITHIN THE DISTRICT IN THEIR SEVERAL EMPLOYMENTS, AND DETERMINING WHETHER SUCH DRIVERS
SHALL WEAR ANY AND WHAT BADGES

6. The driver of a hackney carriage provided with a taximeter shall:(a) When standing or plying for hire, keep the key, flag or other device fitted in pursuance of the byelaw in that behalf
locked in the position in which no fare is recorded on the face of the taximeter;
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(b) Before beginning the journey, bring the machinery of the taximeter into action by moving the said key, flag or
other device, so that the word “HIRED” is legible on the face of the taximeter and keep the machinery of the taximeter
in action until the termination of the hiring;
(c) Cause the dial of the taximeter to be kept properly illuminated throughout any part of a hiring which is during the
hours of darkness as defined for the purposes of the Road Traffic Act 1972, and also at any other time at the request
of the hirer.
continued overleaf

7. A proprietor or driver of a hackney carriage shall not tamper with or permit any person to tamper with any taximeter
with which the carriage is provided, with the fittings thereof, or with the seals affixed thereto.

8. The driver of a hackney carriage shall, when plying for hire in any street and not actually hired:(a) Proceed with reasonable speed to one of the stands in the district if there be one;
(b) If a stand, at the time of his arrival is occupied by the full number of carriages authorised to occupy it, proceed to
another stand if there be one;
(c) On arriving at a stand not already occupied by the full number of carriages authorised to occupy it, station the
carriage immediately behind the carriage or carriages on the stand and so as to face in the same direction;
(d) From time to time when any other carriage immediately in front is driven off or moved forward cause his carriage
to be moved forward so as to fill the place previously occupied by the carriage driven off or moved forward.

9. A proprietor or driver of a hackney carriage, when standing or plying for hire, shall not, by calling out or otherwise,
importune any person to hire such carriage and shall not make use of the services of any other person for the
purpose.

10. A proprietor or driver of a hackney carriage shall not place or suffer to be placed any printed, written or other
matter by way of advertisement on any part of the carriage except with the consent of the Council.

11. The driver of a hackney carriage shall behave in a civil and orderly manner and shall take all reasonable
precautions to ensure the safety of persons conveyed in or entering or alighting from the vehicle.

12. The driver of a hackney carriage shall not at any time when driving on hire smoke tobacco or like substance, or
play a radio/cassette tape except with the consent of the hirer.

13. The proprietor or driver of a hackney carriage who has agreed or has been hired to be in attendance with the
carriage at an appointed time and place shall, unless delayed or prevented by some sufficient cause, punctually
attend with such carriage at such appointed time and place.

14. The driver of a hackney carriage when hired to drive to any particular destination shall, subject to any directions
given by the hirer, proceed to that destination by the shortest available route.

15. A proprietor or driver of a hackney carriage shall not convey or permit to be conveyed in such carriage any
greater number of persons than the number of persons specified on the plate affixed to the outside of the carriage.

16. If a badge has been provided by the Council and delivered to the driver of a hackney carriage he shall, when
standing or plying for hire, and when hired, wear that badge in such position and manner as to be plainly visible.

17. The driver of a hackney carriage so constructed as to carry luggage shall, when requested by any person hiring or
seeking to hire the carriage:(a) Convey a reasonable quantity of luggage;
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(b) Afford reasonable assistance in loading and unloading;
(c) Afford reasonable assistance in removing it to or from the entrance of any building, station, or place at which he
may take up or set down such person.

PROVISIONS SECURING THE SAFE CUSTODY AND RE-DELIVERY OF ANY PROPERTY ACCIDENTALLY LEFT IN
HACKNEY CARRIAGES, AND FIXING THE CHARGES TO BE MADE IN RESPECT THEREOF

18. The proprietor or driver of a hackney carriage shall immediately after the termination of any hiring or as soon as
practicable thereafter carefully search the carriage for any property which may have been accidentally left therein.

19. The proprietor or driver of a hackney carriage shall, if any property accidentally left therein by any person who
may have been conveyed in the carriage be found by or handed to him, be entitled to receive from any person to
whom the property shall be re-delivered an amount equal to 5p in the pound of its estimated value (or the fare for the
distance from the place of finding to the place of re-delivery, whichever be the greater) but not more than five pounds.

PENALTIES

20. Every person who shall offend against any of these byelaws shall be liable on summary conviction to a fine not
exceeding fifty pounds and in the case of a continuing offence to a fine not exceeding five pounds for each day during
which the offence continues after conviction therefor.

REPEAL OF BYELAWS

21. The series of byelaws relating to hackney carriages which were made by:
(a) The Mayor, Aldermen and Citizens of the City of Wakefield acting by the Council on the First day of December
1964 and which were confirmed by one of Her Majesty’s Principal Secretaries of State on the Fifteenth day of February
1965;
(b) The Mayor, Aldermen and Burgesses of the Borough of Castleford acting by the Council on the Tenth day of
March 1969 and which were confirmed by one of Her Majesty’s Principal Secretaries of State on the Twenty-ninth day
of April 1969;

are hereby repealed.

THE COMMON SEAL of the Council of the City of Wakefield was hereunto affixed on the Ninth day of October 1980 in
the presence of:
L.S.

JAMES W. F. HOLT
Assistant Secretary (Legal)

The foregoing byelaws are hereby confirmed by the Secretary of State and shall come into operation on the First day
of January 1981.
L.S.

G. de DENEY
An Assistant Under Secretary of State

Signed by authority of the Secretary of State
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Home Office

Licensing/Standards/Conditions HCD&V –

14th November 1980
HC Byelaws 1980
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Appendix F - Licensed Driver Dress Code
1. The purpose of a driver’s dress code is to seek a standard of dress that provides a positive
image of the hackney carriage and private hire trade in Wakefield to enhance a professional
image of licensed drivers and ensure that public and driver safety is not compromised.
Acceptable Standard of Dress
2. All clothing worn by the driver must be clean and in good condition, and the driver must
have good standards of personal hygiene.
As a minimum standard, males should wear trousers and a shirt which has a full body and
short sleeves. Knee length shorts may be worn, for example during periods of warm weather.
As a minimum standard, females should wear long legged trousers, knee length skirt or dress
and a shirt / blouse which has a full body and short sleeves.
Footwear
3. Footwear for all drivers shall fit around the heel of the foot.
Unacceptable Standard of Dress
4. The following are deemed to be unacceptable:
1. (a) Clothing that is not kept in a clean condition, free from holes and rips.
2. (b) Words or graphics on any clothing that is of an offensive or suggestive nature or
which might offend.
3. (c) Sportswear (e.g. football / rugby kits, track suits, beach wear etc.).
4. (d) Sandals with no heel straps, flip flops or any other form of footwear not secured
around the heel.
5. (e) Drivers not having either the top or bottom half of their bodies suitably clothed.
6. (f) The wearing of hoods or other clothing that obscures the drivers vision or their
identity
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Appendix G - Code of Conduct when working with Vulnerable Passengers
A vulnerable passenger is a passenger whose age or disability means that they are more
susceptible to harm than a typical passenger. This may be a child, an elderly person or
somebody with learning difficulties for example. In addition, an individual should be considered
vulnerable if they do not fall within the description above, but their condition is such as to
render them more susceptible to harm than may otherwise be the case (for example as a
result of being under the influence of alcohol).
This code of conduct aims to promote good safeguarding practice for drivers and staff working
with vulnerable passengers in the taxi or private hire trade. The following safeguarding
principles should be embedded into driver working practice:
















Drivers must carry photo ID at all times and wear it in accordance with the conditions
of license.
A vulnerable passenger must not be transported in the front passenger seat of the
vehicle.
The driver / operator must confirm that appropriate provision has been made for the
vulnerable person prior to accepting the booking or commencing the journey. This
does not necessarily mean that the driver / operator is responsible for the provision of
appropriate measures, however if appropriate measures are not in place then the
driver / operator must not undertake the journey.
When making a journey with vulnerable passengers, photo-identification should be
produced to the carer responsible for the vulnerable person. If necessary, the driver
should obtain a record of the carer’s contact details if there is no chaperone.
If a vulnerable passenger is refused service, a responsible person should be informed
so that alternative arrangements can be made. For example, this situation may arise
if the customer has an assistance dog and the driver has a medical exemption granted
by the council.
Drivers should always ask if a vulnerable passenger needs help and should not make
assumptions.
Drivers must remain professional at all times and should not:

Touch a person inappropriately
Make offensive or inappropriate comments (such as the use of swearing or sexualised
or discriminatory language)
Behave in a way that may make a passenger feel intimidated or threatened
Attempt to misuse personal details obtained via the business about a person

These standards are equally applicable when working with vulnerable and non-vulnerable
passengers.






A log should be maintained by drivers when a service has been provided to a
vulnerable passenger including the details of any incidents occurring/ actions taken, or
refusals of service.
Drivers and operators must remain alert to issues around the safeguarding of children
and vulnerable adults. If a driver/ operator is concerned about the safety, welfare or
behaviour of a vulnerable person, they should report this to the police by telephoning
101 (or in cases of an immediate emergency by calling 999).
If a driver/ operator is concerned about someone else’s conduct, they should report
their concerns to the Council’s licensing department (01924 302932), the police (101)
or Crime stoppers (0800 555111).
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Appendix H - Vehicle License Application Process (incl. renewal of existing
licenses)
Applications for vehicle licenses will only be accepted in relation to vehicles that comply with:
1. The Council’s specification for private hire vehicles, or hackney carriages (as appropriate),
and
2.
The
Council’s
Vehicle
Age
and
Emissions
In making an application for a vehicle license, applicants must submit the following:







Policy.

The vehicle application form;
The appropriate fee;
The original of the Vehicle Registration Document (Log Book/V5) certificate of
registration for the vehicle (the new keeper’s supplement section of the V5 document
will be accepted in the case of vehicles that are not licensed at the time that the
application is made, and the vehicle has recently been purchased by the applicant
(documentary evidence will be required). Licenses will not be renewed unless the full
V5 document is made available to the council at the time of application);
The original insurance certificate or insurance cover note for the vehicle (this document
must be provided before the plate is issued to the applicant)
Any vehicle not manufactured with European Whole Vehicle Type Approval will be
required to undergo Single Vehicle Approval (SVA) testing and evidence of that testing
and the vehicle having obtained SVA produced to the licensing office.

The vehicle must be submitted for examination at the Council’s nominated inspection facility.
This inspection will include an assessment of the vehicle’s mechanical and aesthetic condition
and will exceed the MOT standards set by the Driver and Vehicle Standards Agency. The
inspection is intended to assess the vehicle for licensing suitability. Provided the vehicle
satisfactorily passes the examination, a pass slip will be issued by the garage which must be
produced to the Council before a licence can be granted or renewed.
All vehicles under the age of five years will be issued with a 12 month license, and those
vehicles will be issued with a license plate (and additional notices) showing the date of expiry.
Vehicle licenses will be issued for a one year period, commencing on the date of the test.
Vehicles over 5 years old at the time of a successful test will be issued with a 6 month license
and plate for six months commencing from the date of the test. Vehicles cannot be subjected
to a vehicle test more than 4 weeks before the expiry date on the license plate.
The person presenting the vehicle for inspection must submit to the vehicle inspector all
necessary documents before the start of the vehicle examination.
Once the vehicle has been inspected, the inspection facility will confirm to the Licensing Office
that a licensing inspection has taken place and the result of that inspection. This may be done
by supplying the vehicle proprietor and the Licensing Office with the appropriate confirmation
documentation.
This documentation must indicate to the proprietor of the vehicle
if the vehicle “passed” or “failed” the inspection,
what point(s) the vehicle failed on (where a failure is given),
if a re-test inspection is required, and in what time scale this must be done (i.e. Within 24
hours or within 7 days) and how a re-test may be booked
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Where a vehicle fails an inspection, the inspector must supply the proprietor and Licensing
Officer with sufficient documentation to indicate what faults exist on the vehicle and are
required to be rectified to enable the vehicle to pass a re-test (including body damage / dents
/ scratches or damage to fabrics / missing plates, notices or door signs). This document must
be supplied to the proprietor of the vehicle at the end of that test inspection.
If a license is not renewed prior to its expiry (or if a renewal application is received, but the
application is not determined prior to the expiry of the license) then that vehicle will no longer
be able to lawfully operate as a licensed vehicle.
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Appendix I - Hackney Carriage and Private Hire Vehicle compliance testing
standards.
Contents

Introduction
Grandfather rights
Types of vehicles that may be licensed
Vehicle modifications
Vehicle age
Emissions
Engine size
Imported vehicles
Conversions
Multi seater vehicles
Wheelchair accessible vehicles
Appearance of the vehicle
Digital media screens
Tinted windows
Signage and livery
The vehicle test
Presenting a vehicle for test
Documents to be produced at the test
Procedures and standards of inspection

1. Electrical, wiring and equipment
2. Steering control
3. Brakes
4. Tyres
5. Seat belts and supplementary restraint systems
6. Vehicle body and condition
7. Fuel and emissions
8. Driver’s view of the road
9. Tricycles and quadricycles
10. Additional requirements
11. Ancillary equipment
12. Signage and markings
13. Vehicle safety devices
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14. Wheelchair accessible vehicles
15. Stretch limousines (novelty vehicles)

Introduction

All hackney carriage and private hire vehicles licensed with Wakefield Council are subject to
a compliance test, either annually if the vehicle is under 5 years old or every 6 months
thereafter.
Hackney carriages and private hire vehicles are subject to much higher annual mileage and
more arduous driving than normal private hire vehicles, to ensure the safety of passengers
and other road users a more stringent maintenance and testing regime is required to that of
the standard MOT test, as such all vehicles will be tested in accordance with:



MOT standards issued by DVSA.
The Council’s testing standards as prescribed in this policy.

A vehicle must meet the above standards in order to be granted a license.
For ease of use the section numbering in this manual matches the DVSA MOT inspection
manual. Any missing numbered sections indicate that no further testing requirements are
required to those in the DVSA manual.
This manual provides a working guide for proprietors, those involved in the maintenance of
vehicles and for vehicle inspectors.
In developing these standards, Wakefield Council has had regard to the following:



National Best Practice Guide for the Inspection of Hackney Carriage and Private Hire
Vehicles 2012, published by the Freight Trade Association and the Public Authority
Transport Network Technical Officer Group.
Taxi and Private Hire Vehicle Licensing best Practice guidance 2010, issued by the
department for Transport.

Grandfather rights
Any vehicle licensed before (date of adoption of standards) may be eligible for certain
grandfather rights which provide exemption from certain requirements contained in this policy
for a period of up to 2 years.

Types of vehicle that may be licensed

The following standards require that all licensed private hire and hackney carriage vehicles
are of a prescribed type and achieve levels of roadworthiness, comfort and appearance
approved by Wakefield Council.
In summary, all vehicles must have:



A minimum of four road wheels.
Four doors (excluding rear doors/tailgate)
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Capacity to carry at least four, but not more than eight, passengers, in addition to the
driver.
The vehicle must be right hand drive.
All seating must face either forwards or backwards.

Vehicle Modifications
No change in the vehicle manufacturers (or their approved convertors) specification, design,
condition or appearance of a vehicle can be made without prior written approval from
Licensing.

Vehicle age
Vehicles are subject to an upper age limit of 10 years for saloon vehicles and 12 years for
multi seater, wheelchair accessible vehicles and Ultra Low Emission Vehicles (ULEVs) which
includes Plugin Hybrid Electric Vehicles (PHEVs) and Electric Vehicles (EVs), after which they
must be removed from the fleet.
We do not require a minimum age before which vehicles are first licensed.

Emissions
Wakefield Council has signed up to the West Yorkshire Low Emission Strategy which targets
air quality problems across the region.
The policy promotes a transition to low emission vehicles across the taxi trade.
Vehicles must comply with the following emissions standards:
Petrol vehicles – Euro 5 petrol vehicle class. Applies to vehicles registered from 1st January
2011 onwards
Diesel vehicles – Euro 6 diesel vehicle class. Applies to vehicles registered from 1st September
2015 onwards
Petrol hybrid vehicles – Euro 4 petrol vehicle class. Applies to vehicles registered from 1st
January 2006 onwards.
Ultra-low emission vehicles – 75g CO2/km and under

Engine size
Wakefield does not require licensed vehicles to have a minimum engine capacity. Vehicles,
instead, must comply with the emissions standards above.

Imported Vehicles
A wide range of vehicles are suitable for use as hackney carriage or private hire, Best Practice
guidance suggests that those that have been imported independently (i.e. by somebody other
than the manufacturer) must meet ‘type approval’ rules. This means that passenger vehicles
at the time of first registration in the United Kingdom must meet the technical standards of
either:
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European Community Whole Vehicle Type Approval (ECWVTA)
National Small Series Type Approval (NSSTA)
Individual Vehicle Approval (IVA)

Conversions
Vehicles that have been converted by the vehicle manufacturers (or their approved
convertors) or had certain modifications since original registration must be approved, to
ensure that they meet the European Community Directives and Construction and Use
Regulations.
Therefore they must undergo a basic Individual Vehicle Approval (IVA) test at a Driver and
Vehicle Standards Agency (DVSA) test station. If the vehicle is found to meet the
requirements, a letter of compliance with the technical standards will be issued.
On successfully passing the basic IVA test the “IVA letter of compliance” must be presented
with the vehicle license application. Further information about these requirements can be
obtained at: www.gov.uk
Seating capacities will be determined by the amount of passengers authorised on either the
V5C document or the IVA letter.

Multi Seater Vehicles
Vehicles carrying more than 4 passengers but no more than 8 will be licensed provided they
are either a manufacturer’s purpose built multi seater vehicle or a manufacturers’ approved
conversion.
The number of passengers such a vehicle will be licensed to carry will be determined by the
number approved on the V5C document.
Wheelchair Accessible Vehicles
Wheelchair accessible vehicles are either purpose built, London style taxis or modified
vehicles that have been approved by DVSA and possess an IVA.
Capacities will be determined by the amount of passengers authorised on either the V5C
document or the IVA letter.

Digital media screens
In vehicle digital media technology may be installed to vehicles for advertising and live feed
material purposes subject to the conditions at annex A.

Appearance of the vehicle

Tinted Windows
As per legal requirements, the front windscreen must let at least 75% of light through and the
front side windows must let at least 70% of light through.
All windows to the rear of the driver must allow a minimum of 70% light through.
Self-applied material/film is not permitted.
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Signage and livery
A license plate and window disc must be displayed. The plate must be securely fitted on the
lower rear of the vehicle with the whole of the plate visible at all times. Window discs should
be fitted to the lower nearside corner of the windscreen.
A fare card/tariff card issued by the Council should be clearly displayed. Where a bulkhead is
fitted, an additional fare card must be displayed in the rear passenger compartment so as to
be easily and clearly read by any passenger.
At least one no smoking sign must be clearly displayed in the vehicle.
Private Hire Vehicles
Non-illuminated windscreen visor signs must be fitted to the top of the front and rear windows
and across the entire length of the window. They should be visible from the outside and in
contrasting colours. The name of the company should be to the centre of the sign with the
base station telephone number at either side of it (mobile phone numbers are not permitted).
The visor strip must not contravene the requirements set out in the current MOT inspection
manual by obscuring visibility.
As part of the door livery, the following will be included on each rear door sticker:




company name
telephone number (mobile phone numbers are not permitted)
‘Pre booking only’

A coloured background to the sign is permitted.
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Required sig
vehicles

Hackney Carriage Vehicles
Self-adhesive stickers (decals) provided by the council stating the vehicles licensing zone
should be located on the exterior of both front doors.
Multi seater vehicles may display the word ‘Taxi’ on the side and/or rear panels of the vehicle
either in black letters where the background is white or white letters where the background is
black.
The use of magnetic or temporary stickers is prohibited.
A white roof mounted sign (or built in sign) with the word ‘TAXI’ to the front and rear of the
sign in black letters must be displayed.
Hackney Carriage vehicles may display ‘£1 back into town’ stickers where appropriate.
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Required signage for Hackney Carriage vehicles

The vehicle test

Presenting a vehicle for test
The following will apply when a vehicle is presented for test:





To allow a thorough examination, the vehicle must be presented for test in a clean
condition. The vehicle will fail the test if, in the opinion of the vehicle examiner, the
vehicle is so dirty that it would be unreasonable for the test to be carried out
A vehicle must be presented for test with the license plate correctly displayed on the
vehicle (unless it is a new application or if the license plate has been removed by an
Authorised Officer or Police Officer)
The person producing the vehicle for inspection should arrive with their vehicle at
Wakefield Council’s testing station reception 10 minutes before their test appointment
– a vehicle will not be tested if produced after the appointment time
Cancellation of a test must be made by contacting the Licensing Office at least 24
hours before the test appointment time. A full test fee will be charged if a test
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appointment is cancelled without giving at least 24 hours’ notice before the test
appointment time. Cancellation of a test on a Monday must be made by contacting the
Licensing Office by 4.00pm on the previous Friday
Wakefield Council reserves the right to take photographs and/or make video
recordings of any vehicle presented for test in order to be able to ascertain if any
physical changes as a result of modification, structural repairs or maintenance have
been made to the vehicle

Documents to be produced at the test
Where applicable, the documents below must be presented at the testing station when your
vehicle is presented for a test
Valid documentation will need to be Documentation
produced if the vehicle has any of
the following:

For
further
details refer to
page no:

Lift

LOLER Certificate

42

Modification to vehicle

Letter from Wakefield Council

5

Alternative fuel conversion

Safety Certificate from approved
26
installer

Fire extinguishers and first aid kits
All licensed vehicles are required to carry a foam fire extinguisher, solely for the purpose of
exiting the vehicle by extinguishing upholstery fires; it is not to fight a vehicle fire. Vehicle
license holders may want to consider carrying an additional powder fire extinguisher for the
purpose of tackling vehicle fires.
First aid kits are carried at the discretion of the driver/owner of the vehicle. Should the license
holder wish to carry a first aid kit. It is recommended that they comply with BS8599-2 as
recommended by St John’s Ambulance as suitable for cars, taxis and commercial vehicles.

Procedures and standards of inspection
The following standards and methods of inspection are additional to that required to pass an
MOT test and includes the requirements no covered by the MOT manual.
The numbering below matches that of the MOT manual, where a numbered section is missing
then no additional testing would be required to that of the MOT.
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Section 1 - Lighting, electrical equipment and signaling equipment:

1.9

ELECTRICAL WIRING AND EQUIPMENT

Method of Inspection

Reason for Rejection

This examination is limited to that part of the electrical
system that can be readily seen without dismantling
any part of the vehicle
Check all electrical wiring for:
a.
b.
c.
d.
e.

Condition
Security
Position
Signs of overheating
Heavy oil contamination

Check all switches controlling all obligatory lights

Wiring:
a. Positioned so that it is chafing/rubbing
or clipped to a fuel line or likely to be
damaged by heat so that insulation will
become ineffective
b. With clear evidence of overheating
c. Heavily contaminated with oil
Switches
Insecure or malfunction of a switch controlling
an obligatory light

1.9

ADDITIONAL LAMPS

Method of Inspection

Reason for Rejection

With the ignition switched on check:
i. Reversing Lamps:
a. The reversing lamps emit/show a diffused
white light when reverse gear is selected
b. The lamps extinguish/switch off when neutral
gear is selected
c. The lamps are in good working order and are
secure
d. The lamps do not flicker when lightly tapped by
hand
ii. Front Fog/Driving Lamps:

i. A Reversing Lamp:
a. That fails to operate or does not
emit/show a white diffused light
b. Fails to extinguish/switch off when
neutral or forward gear is selected
c. That is not in good working order or
is insecure
d. That flickers when tapped lightly by
hand
ii. A Front Fog/Driving Lamp:

Check that:
a. A single front fog lamp emitting/showing a
white or yellow diffused light illuminates only
when dipped beam is selected
b. A pair of matched fog lamps both emitting a
white or yellow diffused light should illuminate
together
c. A pair of matched, long-range driving lamps,
both emitting a white diffused light should
illuminate together
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a. Inoperative or operates other than in
dipped beam mode
b. Operates incorrectly
c. Operates incorrectly

Section 2 – Steering

2.1 STEERING CONTROL - STEERING WHEEL
Method of Inspection
With both hands rock the steering wheel from side to
side at right angles to steering column and apply slight
downward and upward pressure to the steering wheel
rim (in line with column). Note the following:
a.
b.
c.
d.
e.

Fractures in steering wheel hub
Fractures in steering wheel rim
Steering wheel spokes loose or fractured
Jagged edges on steering wheel rim
If possible, check that the retaining device on
steering wheel is fitted

Reason for Rejection

a. Steering wheel hub fractured
b. Steering wheel rim fractured
c. A steering wheel spoke loose or
fractured
d. Jagged edges on steering wheel rim
likely to injure the driver
e. A steering wheel hub-retaining device
not fitted

2.1 STEERING CONTROL - STEERING COLUMN
Method of Inspection
a. Try to lift the steering wheel in line with the
steering column and note the movement at
centre of steering wheel
b. While steering wheel is rotated, check for
deterioration in any flexible coupling or
universal joint of steering column
c. Where practical, check any clamp bolts for
presence and security of locking devices.
(These may be located in the engine
compartment or under chassis)

Reason for Rejection
a. Excessive movement of centre of
steering wheel in line with steering
column (end float)
b. Note: Certain types of steering
columns might show some movement
which is not due to excessive wear,
e.g. those fitted with universal joints
or flexible couplings
c. A flexible coupling or universal joint
deteriorated, worn or insecure
d. A coupling clamp bolt or locking
device loose or missing

2.4 SUSPENSION SPRING UNITS AND LINKAGES
Method of Inspection

Reason for Rejection

Coil Springs
a. Welding repairs
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a. Repaired by welding

Section 3 - Brakes

No additional requirements to MOT Inspection Manual
Section 4 – Tyres and road wheels

4.1

TYRES

Method of Inspection

Reason for Rejection

Examine all the tyres (including spare wheel if fitted) Not in accordance with the ‘MOT Inspection
to ensure each tyre meets all the requirements laid Manual – Private Passenger and Light
down in the ‘MOT Inspection Manual – Private Commercial Vehicle Testing’,
Passenger and Light Commercial Vehicle Testing’,

a. The spare wheel must be accessible and
must be carried if specified by the
manufacturer
b. Where a tyre inflation kit is provided by the
manufacturer this must be present and in
working order at the time of test
c. If a space saver tyre is used a method
statement must be supplied which highlights
the driver’s responsibilities with regard to the
maximum permitted speed

Note: Space saver tyres should only be
approved with the support of a method
statement highlighting driver responsibilities
with regard to the maximum permitted speed
and that space savers are a temporary ‘getyou-home tyre’

Note: A space saver tyre is a temporary ‘get-youhome’ tyre
d. Where a doughnut tank is fitted in the boot for
Liquid Petroleum Gas (LPG), the spare
wheel, if still carried in the boot, must be
properly secured. Alternatively, a spare wheel
cage installed to manufacturer’s standards
and British Standards may be fitted to the
underside of the vehicle
e. The spare wheel should be securely located
away from any contact with passenger(s)
travelling in the vehicle or entering/exiting
from it

Section 5 – Seat belts and supplementary restraint systems
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a. Spare wheel missing or not
accessible
b. Tyre inflation kit not present or
working
c. Method statement not supplied on
presentation for test
d. Spare wheel insecure or spare wheel
cage not installed to manufacturer’s
standards and British Standards
e. The standards set out across are not
met

5.1

SEAT BELTS AND SUPPLEMENTARY RESTRAINT SYSTEMS

Method of Inspection

Reason for Rejection

All seatbelt installations must comply with the
Construction and Use Regulations 1st October 2001
there amended and further interim requirements from
the guidance document available from the Driver and
Vehicle Standards Agency (DVSA). Entitled “Guide to
the Changes to seat belt installations”. The latest
version is available from DVSA website at:
http://www.DVSA.gov.uk/DVSA/publications/manuals
andguides/vehicletestingmanualsandguides.htm
Examine the vehicle and check the following:
a. All seatbelt casings must be in good condition
b. Where 3-point seatbelts are fitted the top
mounting must be suitable for all ages and
located at shoulder height

a. Seatbelt
casing
damaged
or
inadequately repaired i.e. covered in
tape
b. The standards set out across are not
met

Section 6 – Body work and structure
6.1

VEHICLE BODY AND CONDITION – EXTERIOR

Method of Inspection

Reason for Rejection

Structural Damage / Repairs
Check for clear physical
evidence that the vehicle has
not had significant structural
repairs
and/or
deformation/distortion/twisting
of the suspension, steering,
bodywork or load bearing
components
Wakefield Council reserves the
right to reject a vehicle on
presentation at test
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If on examination of the vehicle (by at least two
inspectors/officers from Wakefield Council) a joint
professional opinion is reached that the vehicle’s
performance would be reduced in its ability to protect the
occupants (including driver) were it to be involved in a
further road traffic accident, the vehicle will be rejected

Body Condition (Exterior)
Examine the body and fittings
thoroughly
for
security,
corrosion,
damage,
appearance, poor repair/paint
match and sharp edges that are
likely to cause injury
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Body Condition (Exterior)
a. An insecure, missing or damaged body panel, trim,
step or accessory/fitting
b. Any sharp edge whatsoever which may cause injury
c. Heavy scuffing, abrasions or deformation/distortion
to front and/or rear bumper. Bumper bars which
have jagged edges, cracks, splits, projections,
dents or scratches. Colour mismatch or fading
which is significantly different to that of the rest of
the paintwork
d. More than 8 stone chips visible on a bonnet/grill that
have not penetrated to the metal or more than four
stone chips that have penetrated to the metal
e. More than 8 stone chips on any panel including door
edges, provided the base coat has not been
penetrated
f. More than 4 stone chips on any panel where the
base coat has been penetrated to the metal and is
untreated

6.1

VEHICLE BODY AND CONDITION – EXTERIOR (continued)

Method of Inspection
Body Condition - Exterior (continued)
Examine the body and fittings for security, corrosion,
damage, appearance, poor repair/paint match and
sharp edges that will cause injury
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Reason for Rejection
g. A single dent of more than 80mm, or
more than three dents of not more
than 20mm in any one panel
h. More than 4 scratches and/or
abrasions of more than 50mm in
length in any one panel provided that
the base coat has not been
penetrated
i. Dull, faded paintwork which has lost
its gloss finish or paint mismatch to a
panel(s) or fittings to such an extent
that it detracts from the overall
appearance of the vehicle
j. Evidence of poor repairs and/or paint
finish to a panel(s) or fittings
including runs and overspray to
adjoining panels/trim that detracts
from the overall appearance of the
vehicle
k. Rust/corrosion of any size including
any that is covered by signage
l. Badly aligned body panels
m. Parts improperly secured e.g. by
wire/cable tie/tape
n. Poor appearance of the vehicle
which will detract from the positive
image of Wakefield Council

6.1

VEHICLE BODY AND CONDITION – BUMPER BARS

Method of Inspection

Reason for Rejection

Examine the bumper bars and check:
a. They are secure to their mountings

b. The mountings are secure to the vehicle

c. There is no evidence of damage

6.1

a. A loose bumper bar or mounting. A
weakened
bumper
bar
and/or
mounting is insecure because of poor
repairs
b. A
fractured
mounting
bracket.
Mounting bolts so worn or elongated
that the bumper bar is likely to detach
partially or completely from the vehicle
when in use. A bumper bar secured by
wire or other temporary means is
regarded as insecure and must be
rejected
c. Bumper bars which have jagged
edges, cracks, splits, projections,
dents or scratches. Colour mismatch
or fading which is significantly different
to that of the rest of the paintwork

VEHICLE BODY, SECURITY AND CONDITION – INTERIOR

Method of Inspection

Reason for Rejection

Vehicle Body, Security and Condition - Interior
a. Examine thoroughly the interior for missing,
damaged, insecure or loose fixtures, fittings,
accessories (including communication and satellite
navigation equipment) or poor-quality repairs
b. Dirty, missing, soiled, stained, worn, torn, split or
insecure trim, carpets, seat belts, mats, headlining.
Remove mats and inspect carpets underneath for
cleanliness and wear
c. Check that seats are secure, clean and not unduly
worn

Note: If seats are excessively stained or dirty and seat
covers have been fitted, the vehicle will not fail the test
provided the seats provide adequate support and the inner
fibres are not exposed
d. Check that the seat covers are not dirty, soiled,
stained, worn, torn, split or poorly fitted
e. Check that all head rests are present, secure, not
damaged and in a clean and tidy condition
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a. Missing, damaged, insecure or
loose
fixtures,
fittings,
accessories or poor-quality
repairs
b. Dirty, missing, soiled, stained,
worn, torn, split or insecure
trim, carpets, seat belts, mats
or headlining in such a
condition that they are likely to
soil or damage passengers’
clothing or luggage
c. Seat cushion(s) stained, dirty,
torn, holed, worn, insecure,
poorly repaired or inner fibres
exposed. A seat that does not
provide adequate support at
base or backrest. Torn, slashed
or excessively stained seats
are not acceptable

f. Examine all interior lights:
g. The vehicle must have interior lighting fitted in the
passenger compartment sufficient to illuminate the
whole of that compartment
h. It must be possible to turn the lights on and off from
both the driver and passenger compartments
i. The interior lighting must come on automatically
when a door is opened
j. The light casing must not be missing or damaged
k. The luggage compartment shall have a
permanently fitted light for illumination which
operates automatically on opening the door/boot lid
l. Examine motion door locks and warning lights
m. Examine interior door locks, child locks, protective
covers, grab handles/rails and safety covers
n. Examine heating, demisting and air conditioning
systems for correct operation, including passenger
compartment controls where fitted - includes
electric front and rear screen demisters
o. Examine opening windows ensuring they lower
and rise easily
p. Examine electrical wiring for condition, security,
including intercom systems
q. Examine the boot for access, contents, cleanliness
and water
r. Examine parcel shelf
s. Check that the vehicle has been presented in a
clean and tidy condition and free from unpleasant
odours
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d. Seat covers dirty, soiled,
stained, worn, torn, split or
poorly fitted
e. Missing, damaged or dirty head
rests
f. An interior light:
g. Missing or inoperative - all
lights must illuminate if they are
part of the manufacturer’s
standard equipment. Interior
light does not illuminate the
whole of the passenger
compartment and footwell.
h. Cannot be turned on and off
from both the driver and
passenger compartments
i. Does
not
come
on
automatically when a door is
opened
j. Light casing missing or
damaged
k. Where fitted - light does not
work
and/or
switch
on
automatically on opening the
door/boot lid
l. Missing or defective motion
switch/lock or warning light not
illuminated
m. Missing, defective or loose door
locks, child locks, protective
covers, grab handles/rails or
safety
covers.
Grab
handles/rails that aid the blind
and partially sighted are worn
to excess
n. A system(s), which does not
function correctly, or any part is
missing
including
vents,
controls or switches
o. An opening window that is
inoperative or difficult to open
and or close mechanism
broken/missing
p. Frayed, chafing wiring, nonshielded terminals and cables
that are a trip hazard. Cables
that
can
be
easily
disconnected. Intercom system
defective,
warning
light
inoperative
or
signs
illegible/missing
q. Unable to open, close and/or
lock boot lid. Failure of boot lid

support mechanism. Defective
seals/evidence of water. Dirty
boot and/or carpets. Loose
items stored in boot (i.e. spare
wheel, tools or equipment)
r. Parcel
shelf
missing
or
damaged
(unless
manufacturer/Converter
intended for it not to be there)
s. Vehicle presented in a dirty,
untidy condition. Unpleasant
odours in vehicle

6.2

DOORS

Method of Inspection

Reason for Rejection

Doors and Emergency Exits

Doors and Emergency Exits

a. Examine the condition of all doors and
emergency exits. Check door locks, striker
plates, handles and hinges for security, wear
and missing and damaged trim/cover plates.
b. Check the presence, condition and correct
functioning of all door stay catches and
devices (including sliding doors)
c. Check that signs describing the method of
opening emergency exit(s) are readily
visible on/or adjacent/next to the exit and are
legible
d. A mechanism must be fitted that positively
holds any side / rear passenger access door
in the open position whilst in use and that
requires a deliberate effort to close
This is particularly important for wheelchair
accessible vehicles to enable an attendant (driver or
guide) to assist the wheelchair passenger

Section 7 – Fuel and emissions
7.1 EXHAUST SYSTEM
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a. Missing, damaged, loose or worn
handle, lock, striker plate or hinge.
Missing, loose or damaged trim /
cover plate
b. A door or emergency exit does not
latch securely in the closed or open
position
c. Signs describing the presence and
method of opening an emergency
exit are missing, illegible or incorrect
d. A side / rear door mechanism does
not:
i.
Hold the door in the open
position
ii.
Require a deliberate effort to
close
e. A door stay catch or device missing,
excessively worn or not fulfilling its
function
f. A door or emergency exit cannot be
opened from both the inside and
outside the vehicle by the relevant
control

Method of Inspection

a. Where applicable, check for presence,
security and adequacy of grease shields to
hot exhausts

Reason for Rejection

a. A heat shield missing, insecure or
inadequate.

7.2 FUEL SYSTEM - PIPES AND TANKS
Method of Inspection
a. Check that fuel tank filler cap is:
i.
Present
ii.
The correct type
iii.
Secure and seated properly to ensure
correct function of sealing
b. Examine pipes to see they are securely
clipped to prevent damage by chafing and
cracking and are not in a position where they
will be fouled by moving parts
c. Check that no fuel pipe runs immediately next
to, or in direct contact with electrical wiring or
the exhaust system
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Reason for Rejection
a. A filler cap missing or unsuitable or
in such condition that it would not
prevent fuel leaking or spilling
b. Damaged, chafed, insecure pipes or
pipes so positioned that there is a
danger of them fouling moving parts
c. A fuel pipe immediately adjacent to
or in direct contact with electrical
wiring or exhaust system
d. Temporary/emergency fuel cap fitted

7.3 Alternative Fuel (Liquid Petroleum Gas - LPG)
Method of Inspection
a. Check the installation meets the required
standard i.e. storage vessel must be in a
suitable location e.g. the boot (in spare wheel
well) or under the body
The installation and location must be approved by the
Council. Each vehicle will be assessed on its own
merit. Such installations will be checked as part of the
normal vehicle test
b. A safety certificate by the installer (approved
by the UKLPG Association) carrying out the
installation or a safety certificate from an
installer
(approved
by
the
UKLPG
Association) that the installation has been
tested and meets the required safety
standards must be produced at the time of the
test

Reason for Rejection

a. Fuel tank is located in an
inappropriate position i.e. in the
passenger compartment and/or the
conversion is not done to the
required standard
b. Safety certificate from an installer
(approved
by
the
UKLPG
Association) not produced

UKLPG Association website - www.uklpg.org

Section 8 – Driver’s view of the road
8.1 MIRRORS - VIEW TO REAR
Method of Inspection
a. Check the condition of each mirror reflecting
surface

Reason for Rejection
a. Mirror condition
i.
A
mirror
reflecting
surface
deteriorated or broken
ii.
Mirror crudely repaired or insecure
on mounting
iii.
Casing missing, damaged, or
incorrect colour

8.2 WINDSCREEN - VIEW TO THE FRONT
Method of Inspection
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Reason for Rejection

Sit in the driver’s seat and check that there is The position or size of any object restricts the
reasonable view of the road ahead, bearing in mind driver’s view of the road ahead, bearing in
the original design of the vehicle.
mind the original design of the vehicle

a. For all air operated wipers examine:
i.
The condition of any visible piping
ii.
The function of the operating mechanism
iii.
The function of necessary valves to
protect the braking system
b. Driver’s view: equipment or objects not
originally fitted to the vehicle as part of the
original design must not obstruct the driver’s
view. In particular, objects such as (but not
limited to) pennants, cab decorations and
external stone guards/visors should not
interrupt the view through the swept area by
the windscreen wipers

8.5

a. Air operated wipers
i.
Pipes inadequately clipped or
supported
ii.
Incorrect function of the wipers
or leaking components
iii.
Incorrect
operation
of
protection valves
b. Equipment or objects not originally
fitted to the vehicle as part of the
original design which obstruct the
driver’s view

Windows

Method of Inspection

Reason for Rejection

Examine the vehicle and check that / for:
a. The vehicle has windows fitted on both sides
of the vehicle and to the rear of the
passenger compartment. A minimum of one
window on each side of the vehicle shall be
capable of being opened for the purpose of
ventilation and passenger comfort
b. All windows comply with Council Directive
92/22/EEC of 31 March 1992 on safety
glazing and glazing materials on motor
vehicles (as amended)
c. Only original manufacturer’s approved
glazing is fitted. Aftermarket additions, e.g.
film or spray coatings are not permitted
d. All windows in front of, and to the side of, the
driver must achieve a minimum of 75% light
transmission to the windscreen and 70% to
the side in accordance with the Road Vehicle
(Construction and Use) Regulations 1986.
e. Windows to the rear of the driver must
achieve a minimum light transmission of 70%
f. The condition of all windscreens, internal
screens, partitions, side, rear, roof and door
windows for cracks, surface damage and
discolouration
g. Presence and security of all windscreens,
side, roof, or rear windows, or internal
screens or partitions
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a. The standards set out across are not
met
b. The standards set out across are not
met
c. The standards set out across are not
met
d. The standards set out across are not
met
e. The standards set out across are not
met
f. A crack, surface damage or
discoloration in glass that:
i.
Impairs the driver’s front, side or
rear view of the road or
ii.
Presents a danger to any person in
the vehicle
g. A missing or insecure windscreen or
window
h. A windscreen or any other outside
window missing, or any windscreen,
window, internal screen or partition
insecure. Any external window or
windscreen is obviously leaking

h. Evidence of obvious leaks from all
windscreens and side, rear, roof or door
windows

8.5 Windows (Continued)
Method of Inspection

Reason for Rejection

Examine the vehicle and check that / for:
i.

Security and condition of guard rails, barriers at
windows, internal screens or partitions

As far as is practicable check that:
j.

Windscreens and other windows wholly or partly
on either side of the driver’s seat, are made from
safety glass
k. All other windows are made from safety glass or
safety glazing
l. Any windows forming all or part of a screen,
partition or door in the interior of the vehicle are
safety glass or safety glazing
‘Safety glass’ means glass which, if fractured, does not
fly into fragments likely to cause severe cuts
Safety glass can be identified by evidence of one of the
following markings:





i.

A guard-rail, barrier at a window,
internal screen or partition that is
insecure or damaged to the
extent that injury to passengers
is likely
j. The windscreen and/or other
windows wholly or partly on
either side of the driver’s seat are
not made from safety glass
k. All other windows not made from
safety glass or safety glazing
l. A window forming part or all of a
screen, partition or door in the
interior of the vehicle not made
from safety glass or safety
glazing

BS 857
BS AU 178
An ‘E’ mark (including the number 43R)
An ‘e’ mark followed by a number, e.g. e11, in a
square

Safety glazing means material other than glass which
is so constructed or treated that if fractured does not fly
into fragments likely to cause severe cuts. There is no
marking requirement for safety glazing
Section 9 – Tricycles, quadricycles and motorcycles
Tricycles, quadricycles and motorcycles are not licensed by Wakefield Council
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Section 10 – Additional requirements

10.1 CUSTOMISED VEHICLES
Method of Inspection

Reason for Rejection

Examine the vehicle for any sign of customisation Any customisation of the vehicle not
from the manufacturer’s standard i.e. body approved in writing by the Licensing Office
kits/spoilers, low profile tyres, wheels, exhausts.

10.2 ENGINE AND TRANSMISSION (ROAD TEST)
Method of Inspection

Reason for Rejection

a. Road Testing
Determine functionality,
worthiness of vehicle

reliability

and

road

a. Excessive noise or vibration from the
engine, gear box or clutch
b. Engine misfire
c. Difficulty in selection of gears
d. Clutch slipping

10.3 TRANSMISSION
Method of Inspection

Reason for Rejection

Examine transmission, check for:
a.
b.
c.
d.
e.
f.

Cracked flanges
Security of bearing housings
Cracks or fractures in bearing housings
Deterioration of flexible couplings
Deterioration of bearing housing flexible
mountings
Clearance between transmission shafts and
adjacent components

a. A flange cracked
b. A bearing housing insecure to its
fixing
c. A cracked or fractured bearing
housing
d. Deterioration of a transmission shaft
flexible coupling
e. Deterioration of a flexible mounting
of a bearing housing
f. Evidence of fouling between any
transmission shaft and an adjacent
component

10.4 OIL AND WATER LEAKS
Method of Inspection
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Reason for Rejection

a. Check vehicle for oil and water leaks from
any assembly or component to the ground.
b. And/or which could be deposited on
surrounding body work or onto the exhaust
system. or onto the brake system
Note: If necessary, the engine can be run at idle
speed to confirm the existence of an oil leak

a. An oil or water leak from any
assembly or component, which
deposits fluids underneath the
vehicle whilst stationary
b. Leaks which, when the vehicle is
moving, could be deposited on the
surrounding bodywork, exhaust or
brake system so that it would:
i.
Contaminate areas
ii.
Potentially cause a health, safety
or fire risk

10.5 BULKHEAD / DRIVER’S SAFETY SCREEN
Method of Inspection

Reason for Rejection

Examine the vehicle and check that / for:
Where a bulkhead/driver’s safety screen is fitted:
a. It must be the full width and height of the
vehicle
b. Fitted directly behind the driver’s seat
c. The upper section of the bulkhead/safety
screen must consist of a clear vision panel
sufficient for the driver to be able to see all
the access doors and a substantial amount of
the passenger compartment
d. A means of payment must be incorporated
into the screen to enable payment to be made
to the driver from within the vehicle
e. The bulkhead/safety screen must have no
gaps so that a passenger could reach into the
driver’s compartment from the passenger
compartment
f. The
vision
panel
section
of
the
bulkhead/safety screen must be constructed
of either safety glass (without tint) to the
standard required for windscreens laid down
in Regulations 30, 31 & 32 of The Road
Vehicles (Construction and Use) Regulations
1986 or any clear material with at least the
same impact resistance and safety qualities
as that of safety glass e.g. polycarbonate
g. Any bulkhead/safety screen system must
allow verbal communication between the
driver and passenger

10.6 ENTRY AND EXIT REQUIREMENTS
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Bulkhead/driver’s safety screen is not:
a. Full width or height
b. Fitted directly behind the driver’s seat
c. Include a clear vision panel sufficient
for the driver to be able to see all the
access doors and a substantial
amount
of
the
passenger
compartment
d. Allow means of payment to be made
to the driver from within the vehicle
e. Prevent a passenger reaching into
the driver’s compartment
f. The vision panel does not meet the
requirements of the standards set out
across
g. No intercom system installed or
installed but not functioning correctly
or no other means of communication
between the driver and passenger
i.e.
a correctly manufactured
communication grid/hole

Method of Inspection

Reason for Rejection

Examine the vehicle and check that / for:
a. The vehicle must have a minimum of two means of
exit from the passenger compartment behind the
driver, i.e. the vehicle will have four side facing
doors (excludes rear facing doors).

The passenger compartment behind the driver
does not have:

b. The exits must be free of any obstructions
(excluding any manufacturers or approved
convertors seating layout design characteristics i.e.
folding seats).

b. Exits that are free from
obstructions

a. At least two means of exit

10.7 FLOORS, PASSAGEWAYS, STEPS AND HANDRAILS
Method of Inspection

Reason for Rejection

Examine the vehicle and check:
a. For the presence and operation of step(s),
hand holds, grab handles and or hand rails at
the main access doors
b. That all steps, floor areas and passageways,
between seats, are free of obstructions, trip
hazards and have a slip resistant finish
Note: Assessment should be done excluding any
manufacturers or approved convertors seating
layout design characteristics i.e. folding seats.

a. Any step, hand holds, grab handles
& hand rails;
i.
Missing
ii.
Insecure
iii.
Damaged or deteriorated to the
extent that it is likely to cause
injury
iv.
Retractable steps not operating
correctly
b. Any step, floor area / passageway:
i.
Presenting a trip hazard or
slippery under foot
ii.
Damaged or deteriorated to the
extent that it is likely to be a trip
hazard or cause injury

10.8 REAR DOORS
Method of Inspection

Reason for Rejection

Examine the vehicle and check that / for:
a. A mechanism is fitted that positively holds
the access door in the open position whilst in
use and takes a deliberate effort to close

10.9 SEATING
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a. When open, doors are a hazard to
other road users
b. Door mechanism does not: c. Hold the access door in the open
position
d. Require a deliberate effort to close

Method of Inspection

Reason for Rejection

Examine the vehicle and check the following:
a. Only forward and / or rearward facing
passenger seats are fitted
b. Check for evidence that seating layout or
seatbelt installation has been modified since
original test as a new applicant.

a. Side wards facing seats fitted
b. Evidence of modification without
letter of approval by Licensing.

Section 11 – Ancillary equipment
11.1 FIRE EXTINGUISHER
Method of Inspection
Check the fire extinguisher for presence:
a.
b.
c.
d.
e.

11.2

the expiry date
seal
type – foam 1 Litre
approved mark – EN3
The fire extinguisher must be kept in an
accessible position inside the vehicle. The
extinguisher may be carried out of view,
i.e. in a fastened glove compartment
provided there is a clear sign on the
dashboard, stating the location.

A fire extinguisher is missing or:
a.
b.
c.
d.

out of date
broken or missing seal
incorrect type
no approved marking visible or other
non-approved marking shown
e. in an obviously poor condition or
discharged state
f. Not fitted in an accessible position or
its position is not clearly marked

HANDS FREE MOBILE PHONE KIT

Method of Inspection

a. Check that the hands-free mobile phone kit is
safe and secure

11.3

Reason for Rejection

Reason for Rejection

a. The hands-free mobile phone kit is
not fitted safely and securely

FARE METER

Method of Inspection
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Reason for Rejection

Examine the vehicle and check the following:

A meter is:

a. Hackney carriages must be fitted with a calendara. Not fitted
controlled fare meter that is fully activated and
b. Not calibrated
calibrated to the current fare card and which is
c. Not sealed
capable of charging no more than the permitted
The meter is:
rate of fare at any time
b. The fare meter must be securely fitted in a
d. Insecure
position so that the fare can be easily and clearly
e. Obscured
read by any passenger inside the vehicle
c. Private hire vehicles can be voluntarily fitted with
a fare meter but where fitted it must meet the
above standards
11.4

COMMUNICATION EQUIPMENT

Method of Inspection

Reason for Rejection

Check that:
a. Data Dispatch Systems and Communication
Radios (2-way radios) where fitted, are
securely and safely fitted

11.5

a. Data
Dispatch
Systems
or
Communication
Radios
(2-way
radios) are not securely or safely
fitted

WHEEL JACK

Method of Inspection
a. Examine the wheel jack:

Reason for Rejection
Wheel jack is
a. Missing
b. Damaged/not working correctly

11.6

WHEEL TRIMS

Method of Inspection

Reason for Rejection

Examine all the wheel trims:

Wheel trim is:

a. All four trims are on the vehicle and are not
damaged

a. Missing
b. Damaged

Section 12 – Signage and markings:
12.1

NO SMOKING SIGNS

Method of Inspection
a. Examine vehicle for at least one no smoking
sign
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Reason for Rejection
a. A no smoking sign is not displayed

12.2

DECALS

Method of Inspection
a. Check that all decals are correct, in good
condition and located on the exterior of both
front doors
b. Visors must not encroach on the swept area of
the windscreen
12.3

Reason for Rejection
a. Decals damaged, incorrectly located,
or missing
b. Visor encroaches on the swept area
of the windscreen

LICENSE PLATE/DISCS

Method of Inspection

Reason for Rejection

Examine the vehicle and check the following:
a. The vehicle license discs are displayed in the nearside of the front License disc is:
windscreen
a. Missing
b. The vehicle license plate must be securely fitted on the rear of the
b. Incorrectly
vehicle and all the plate must be fully visible
positioned
License plate is:
Note: The license plate and discs do not have to be displayed if it is a new
application or the plate and discs have been removed by an Authorised
Officer or Police Officer

12.4

a. Not
securely
fitted
b. Not fully visible
c. Incorrectly
positioned i.e. in
the rear window

FARE CARDS

Method of Inspection

Reason for Rejection

Examine the vehicle and check the following:
Hackney Carriage:
a. A Council issued fare tariff card is clearly
displayed.
Private Hire Vehicle:
b. A Council issued fare card is clearly
displayed.

Where a bulkhead is fitted, an additional fare card
must be displayed in the rear passenger
compartment so as to be easily and clearly read by
any passenger
Note: Not applicable if first application
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a. Fare card is missing or not clearly
displayed.

12.5

HACKNEY CARRIAGE ROOF SIGN

Method of Inspection

Reason for Rejection

Check:
a. The vehicle is a Hackney Carriage
b. Ensure the sign is securely fastened to the
vehicle
c. Functional test of the sign
d. An illuminated roof sign with the word ‘TAXI’
in black letters is fitted – minimum size 450mm
wide x 145mm deep x 110mm high

12.6

CCTV

Method of Inspection
a. If CCTV is installed in the vehicle, check for
signage relating to data protection

12.6

Reason for Rejection
a. Signage missing or incorrect

UNAUTHORISED ITEMS

Method of Inspection

a. Check for any unauthorised signage or item
attached to the vehicle which detracts from
the overall appearance or image of the vehicle

12.7

a. The vehicle is not a Hackney Carriage
b. Insecure sign
c. Illumination not consistent across the
sign, i.e. all light bulb(s) or LED(s)
illuminated when switched on. Wrong
lettering/colour
d. Incorrect size

Reason for Rejection

a. Any unauthorised sign or item
attached to the vehicle which detracts
from the overall appearance or image
of the vehicle

SIGNAGE (WAV)

Method of Inspection

Reason for Rejection

Examine the vehicle and check that / for:
a. Clear warning notices should be displayed to
advise passengers not to board a moving
ramp or passenger lift as appropriate
b. Where a tailgate/rear door(s) are included as
an exit they shall be clearly marked
“Emergency Exit” together with clear
instructions relating to the means of opening.
All markings shall be on the inside of the
vehicle in a minimum lettering size of 25mm
Section 13 – Safety features:
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a. Powered ramp warning notice
defaced or none present
b. Where a tailgate/rear door(s) are
included as an exit the standards set
out across are not met

13.1

VEHICLE SAFETY DEVICES

Method of Inspection

Reason for Rejection

Check that all safety features are fully activated e.g.
a. Air Bags
b. Seatbelt Restraint Systems

a. Warning light(s) on
b. Evidence that safety systems have
been tampered with in any way
c. Any safety feature that has been deactivated

Note: This is not an exhaustive list as safety features
vary between vehicle manufacturers
Section 14 – Wheelchair accessible vehicles

14.1

WHEELCHAIR ACCESS EQUIPMENT - LIFTS

Method of Inspection

Reason for Rejection

Wheelchair Accessible Vehicles shall only be fitted
with either of the following forms of wheelchair access
equipment:
a. Wheelchair Passenger Lift
A purpose designed wheelchair lift that conform to the Vehicle not presented with a valid or current
Lifting Operations and Lifting Equipment Regulations LOLER record of “Thorough Examination” by
(LOLER), Regulations 1998.
a competent person
b. Ramp
A manufacturer’s or approved converter’s ramp as Ramp is not original
originally supplied
Section 15 – Stretch limousines (novelty vehicles)
15.4

VEHICLE BODY, SECURITY AND CONDITION – INTERIOR

Method of Inspection
Limousines Vehicles - Additional items to be
inspected:
a. All fixtures and fittings i.e. mirror balls, drinks
cabinets, televisions etc. must be stored
securely and not hinder the ingress or egress
from the passenger compartment
b. A notice identifying the maximum seating
capacity to be displayed in the passenger
compartment and clearly visible to all
passengers. It may be necessary to display
more than one sign indicating the maximum
seating capacity

WAKEFIELD METROPOLITAN DISTRICT COUNCIL
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Reason for Rejection

a. Any fixture or fitting, that is loose or
insecure or where walkways are
blocked that prevents ease of ingress
or egress from the passenger
compartment
b. No maximum seating capacity sign or
signs displayed and or a sign or signs
not clearly visible to all passengers

HACKNEY CARRIAGE AND PRIVATE HIRE VEHICLES
ADDITIONAL CONDITIONS FOR ADVERTISING INTERNALLY WITIHIN THE VEHICLE VIA
SCREENS - DIGITAL MEDIA
TECHNOLOGY
Hackney carriage and private hire vehicles may install in-vehicle digital media technology to
be used for advertising purposes and/or live
feed material subject to compliance with these conditions.
1. Only systems approved in writing by the Council can be installed. Systems currently
approved by the Council are:DigiCab Media.
2. All broadcast material must comply with the OFCOM Broadcasting Code.
3. All films/video material must be classified by the BBFC as U or exempted from classification.
4. The only live feed material must be national or local news and weather.
5. All equipment must comply with Construction and Use Regulations.
6. All equipment must be designed, constructed and installed in such a way and in such
material as to present no danger to passengers,
or the driver. This includes impact with the equipment in the event of an accident, or damage
through vandalism, misuse, or wear
and tear.
7. The equipment must not interfere with any other safety, control, electrical, computer,
navigation, satellite or radio system in the vehicle.
8. The intensity of any screen should not be visually intrusive or dazzling. The screen must
not obstruct the passenger’s view of any
meter.
9. Any screen shall be no larger than15”.
10. Screens may be installed in the driver and front passenger seat headrests, or in other
suitable locations as agreed by the Council.
11. The installation must not weaken the structure or any other component part of the vehicle
or interfere with the integrity of the
manufacturers’ original equipment.
12. The design must be discreet and complement the interior furnishing of the vehicle.
13. The system must include safeguards to maintain the integrity of the system and prevent
the display of unapproved material.
14. Passengers must be able to turn the screen off.
15. All equipment must be protected from the elements, secure from tampering and located
so as to have no impact on the seating and
luggage capacity of the vehicle.
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Appendix J - Private Hire Vehicle Conditions
CONDITIONS ATTACHED TO PRIVATE HIRE VEHICLE LICENSES
PURSUANT TO SECTION 48 LOCAL GOVERNMENT (MISCELLANEOUS PROVISIONS) ACT 1976 - PART II

1. VEHICLE TYPE AND DESIGN

No material alteration or change in the specification, design, condition or appearance of the
vehicle shall be made subsequent to the inspection of the vehicle by the Council without the
approval of the Council at any time while the license is in force and at all times the vehicle
shall comply with the specifications of the Council for a licensed private hire vehicle. (Vehicles
which have been modified in any way from the manufacturer’s standard of construction may
not be considered suitable for licensing purposes depending upon the nature of the
modification).
LPG or similar alternative fuel conversions must fully comply with the requirements of Bulletin
52 (or any revision thereof).

2. SIGNS AND MARKINGS

(a) No person shall use or permit the use of the vehicle as a private hire vehicle unless

(i)
the private hire vehicle disc (as supplied by the Council) is displayed inside the
front windscreen (nearside) to enable customers to readily identify the vehicle as a bona-fide
private hire vehicle from inside or outside of the vehicle; and
(ii)
the license plate is securely fixed and displayed outside and on the rear of the
vehicle with the particulars thereon facing outwards so that the license plate is clearly visible
by daylight from the road at the rear of the vehicle. This plate remains the property of the
Council and the proprietor may incur financial loss (by forfeiture of the plate deposit or payment
of a further plate deposit if necessary) if damage or loss howsoever caused occurs to the plate
whilst in his/her possession.

(b) The Private Hire Plate and disc must be returned on expiry of the license and at any other
time when required by notice in writing.

(c) The proprietor shall not display or suffer or permit to be displayed on or above the roof of
the vehicle any sign which consists of or includes the word “taxi” or “cab” whether in the
singular or plural or “hire” or any word of similar meaning or appearance to any of those words
whether alone or as part of another word. No other sign or notice shall be displayed on the
vehicle except in accordance with the contents of Bulletin No. 31 or any revision thereof. (Any
‘Company’ name so displayed shall accord with that shown on the relevant Operator’s license.
If this incorporates the words ‘private hire’ such words may be displayed on a sign authorised
under Bulletin 31 but only when used in association with the telephone number of the
Operator).
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(d) That the proprietor shall display a customer care/warning sticker in the rear nearside
passenger window so that the customer care side can be easily read from inside the vehicle
and the warning notice from outside the vehicle.

3. MARKING OF CARRYING CAPACITY (Vehicles licensed for 5 or more passengers)

Markings of passenger carrying capacity may be clearly marked with letters not less than
25mm or more than 65mm in height in a position on the vehicle in accordance with Bulletin 31
giving a maximum number of passengers. Example:” 8 seats”.
Where a vehicle is approved and licensed for the carriage of wheelchair bound passengers
the carrying capacity may be shown as a combination of the two. Example: “8 seats or 6 + 1
wheelchair”.
The combined total of conventional seats (whether occupied or not) and wheelchair bound
passengers must not exceed the number of passengers stated on the vehicle license and
plate.

4. EQUIPMENT AND FITTINGS

(a) The vehicle and all its fittings and equipment shall, at all times when the vehicle is in use
or available for hire, be kept in an efficient, safe, tidy and clean condition and all relevant
statutory requirements must be fully complied with.
(b) There shall be provided and maintained in the vehicle at all times when it is in use or
available for hire a suitable efficient fire extinguisher and a comprehensive first aid kit. The
equipment should be carried in such a position in the vehicle as to be readily available for
immediate use in an emergency.
(c) Any CCTV Camera System installed must fully comply with the Code of Practice adopted
by Wakefield MDC.

5. FARES AND FARECARDS

(a) The proprietor will ensure that throughout the period of the license, a notice is visibly
displayed for the benefit of passengers to the effect that in the absence of a published fare
scale, the fare should be agreed between passenger(s) and driver before commencement
of the journey but, without prejudice to 2 above, the Council will permit the display of a fare
scale providing it is of a similar size to the Council’s notice regarding fares and gives an
accurate reflection of the charge, including any specific additions (i.e. Bank Holiday and
after midnight loadings) the customer may be expected to pay.
104
VERSION 7

(b) Where a meter is fitted to the licensed vehicle it shall have been tested and sealed by the
Council and a Table of Fares applicable to the meter, in substitution for the fares card referred
to above, shall be displayed in the vehicle in such a position as to be visible to passengers
such table must show full particulars of all tariffs calibrated on the meter including a statement
that the Council has no control over the table of fares.

6. SEATS AND PASSENGERS

(a) The proprietor shall not cause or suffer or permit to be carried a greater number of
passengers than the number specified in the license.

(b) Where the seating in the licensed vehicle can be rearranged, the proprietor will ensure
that no more seats than are stated on the license, including wheelchair(s), are fitted in the
vehicle whether occupied or not. Once the vehicle has been tested and approved by the
Council the seating layout shall not be altered without further approval except for the
temporary accommodation of a wheelchair in vehicles approved for such purpose.
(c) Seats may be mounted on tracking fastened to the floor of the vehicle using Unwin Safety
Systems seat fixings or similar approved make to the satisfaction of the Council. These seats
may be removed or reinstalled as necessary to allow space for one or more wheelchairs. Any
tracking system utilised must be correctly aligned and spaced to allow easy removal of the
seat. Fastenings for the tracking must be to manufacturer’s specification and approved for
use by the Council.

7. WHEELCHAIR PASSENGERS

(a) Wheelchair bound passengers must face either forward or rearward to the direction of
travel. Rearward facing wheelchairs must be secured against a suitable bulkhead. Occupied
wheelchairs must be restrained by an approved method.

(b) A full static harness or a lap and diagonal inertia-reel belt must be available for each
wheelchair passenger. Whichever type of restraint is used it must engage into the same floor
tracking as the wheelchair restraints or other system as approved by the Council. Such
equipment shall be fully adjustable for the safety and comfort of the wheelchair passenger and
capable of quick release in an emergency situation.

8. COMMUNICATION EQUIPMENT

Radio communication equipment licensed by the Department of Business Enterprise and
Regulatory Reform (BERR) (formerly DTI) may be fitted for use in connection with the Private
Hire Operator’s base station. Where fitted it shall be in a manner approved by the Council.
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No Citizen Band Radio or similar non-commercial radio capable of both sending and receiving
messages not being apparatus licensed by the Department of Trade and Industry shall be
installed in the licensed vehicle. The fitting of mobile/portable/cell phones in private hire
vehicles is prohibited but such a phone may be carried by the driver for emergency use only
(use of a phone for or in connection with a booking of a private hire vehicle will render the
driver liable to prosecution). The use of scanner equipment is prohibited.

9. DRIVERS

(a) Any person who drives the vehicle for any purpose whatsoever must hold a valid private
hire driver’s license. Each proprietor shall, before a driver commences to drive the vehicle,
satisfy him/herself that the driver holds a valid private hire driver’s license. In order to comply
with this requirement a proprietor must examine each driver’s license - any infringement could
result in suspension or revocation of licenses.
The driver of the vehicle, if not named on the license, will be regarded as an employee of the
named proprietor(s).

(b) Proprietors shall ensure that all driver(s) of the private hire vehicle are fully acquainted
with the need to provide all reasonable assistance to passengers especially those with a
disability. In respect of disabled passengers a driver shall not fail or refuse to carry out a
booking by or on behalf of a disabled person accompanied by an ‘assistance dog’ unless the
driver has a Medical Exemption granted by the Licensing Authority and is displaying their
Exemption Certificate in the approved manner in or on the vehicle.

(c)
The proprietor shall ensure that any driver of a wheelchair accessible vehicle holds a
Driving Standards Agency (DSA) Wheelchair Assessment Certificate.

10. INSURANCE AND INSURANCE COVER

(a) Private Hire insurance which complies with Part VI of the Road Traffic Act 1988 shall be
in force at all times for the duration of the license.
Public Liability Insurance (minimum cover £2M) is also required in respect of those vehicles
licensed to carry passengers in wheelchairs.

(b) Only original documents will be accepted as proof of insurance cover.

(c) The license holder, if not the policyholder in respect of the insurance effected for the
vehicle, shall notify the Council of the situation including any change of policyholder(s). The
Council will require production of satisfactory documentation from the insurance
company/broker confirming that although the vehicle is owned by the proprietor the insurance
effected by the policyholder is nevertheless fully effective for private hire purposes.
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11. ACCIDENTS

The proprietor must inform the Licensing Office in writing within 72 hours of any accident
involving the licensed vehicle howsoever caused.

12. CONVICTIONS

The license holder shall notify the Council in writing within 7 days, full details of any conviction
(motoring or criminal); any caution, warning or reprimand (issued by the Police or any other
agency); their arrest for any offence (whether charged or not); the issue of any Magistrates
Court summons against the license holder, any fixed penalty.

13. TRANSFER OF LICENSE AND CONTROL OF VEHICLE

(a) The license holder must ensure that he has control of the vehicle at all times and should
such person absent him/herself from the District and not be contemplating returning within
a short period of time (viz 1 month) he/she should transfer his/her interest in the vehicle to
another person still resident in the District or close proximity thereto; failure to do so could
result in revocation of the license.

(b) The proprietor shall not assign or in any way part with the benefit of the license without
notifying the Council and effecting a formal transfer within 14 days. The proprietor shall
return the plate and the license to the Council immediately if the vehicle is sold or otherwise
disposed of without such transfer having first been effected.

14. CHANGE OF ADDRESS

The proprietor shall notify the Council in writing of any change of address within 7 days of
such change, whether permanent or temporary.

15. CHANGE OF OPERATOR

The license holder shall notify the Council in writing within 7 days of any change of operator
through whom the vehicle is/is to be operated.

NOTES

i. These conditions should be read in conjunction with the provisions of Part II of the Local
Government (Miscellaneous Provisions) Act 1976.
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ii. Any person who commits an offence against any of the provisions of the Act shall pursuant
to Section 76 be liable on summary conviction to a fine not exceeding Level 3 on the standard
scale. The license holder(s) should ensure compliance at all times as the proprietor(s) stated
on the vehicle license will be the person(s) against whom the Council will ordinarily proceed
for any offence or misdemeanor.

iii. The use of the licensed private hire vehicle to fulfil any private hire booking requires the
driver to hold a currently valid private hire driver’s license even if no fare is charged for the
journey or irrespective of when, how and to whom any fare is payable.

Iv. Any failure on the part of the proprietor to make appropriate enquiries as to the licensing
status of drivers using the vehicle for any purpose could be construed as reasonable cause to
suspend or revoke the vehicle license.

v.
ANY INFRINGEMENT OF THE LICENSING CONDITIONS COULD LEAD TO
SUSPENSION OR REVOCATION OF THE LICENSE.

vi. ANY REQUEST FOR ADVICE FROM THE COUNCIL IN RELATION TO LICENSING
LEGISLATION SHOULD BE IN WRITING TO WHICH A WRITTEN RESPONSE WILL BE
GIVEN SO AS TO AVOID ANY FUTURE DISPUTE AS TO THE ADVICE GIVEN. THIS DOES
NOT PRECLUDE YOU FROM OBTAINING YOUR OWN INDEPENDENT LEGAL ADVICE.

vii. ANY PERSON AGGRIEVED BY ANY CONDITION SPECIFIED IN THE LICENSE MAY APPEAL TO A MAGISTRATES’
COURT WITHIN 21 DAYS OF ISSUE.

Amended by Regulatory & Appeals Committee on 1 October 2008.
Amended by Regulatory and Appeals Subcommittee on 29.06.2011
Amended by Regulatory and Appeals Subcommittee 11.07.2011
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Appendix K - Hackney Carriage Vehicle Conditions

Section 48 Local Government (Miscellaneous Provisions) Act 1976
Vehicle Type and Design
1. The vehicle and all its fittings and equipment must at all times when the vehicle is in
use or available for hire, be kept in an efficient, safe, tidy and clean condition in
accordance with Bye-law No. 4 and all relevant statutory requirements (including in
particular those contained in Road Vehicles (Construction and Use) Regulations 1986
must be fully complied with.
2. No material alteration or change in the specification, design, condition or appearance
of the vehicle must be made subsequent to the inspection of the vehicle by the Council
at any time while the license is in force and at all times the vehicle shall comply with
the specifications of the Council for a licensed hackney carriage. (Vehicles which have
been modified in any way from the manufacturer’s standard of construction may not
be considered suitable for licensing purposes depending upon the nature of
modification).
3. All glazing must at all times comply with Road Vehicles (Construction and Use)
Regulations 1986 regulation 32 with regards to the level of tint. A minimum light
transmission value of 70% shall be maintained in all windows except a windscreen,
which shall have a minimum light transmission value of 75%. Tinted films applied to
the vehicle windows are not permitted.
Liquefied Petroleum Gas (LPG)
1. Vehicles must not be fitted with Dual Fuel or ‘after-market’ Liquid Petroleum Gas (LPG)
systems unless they have been must be tested and certified by a recognised Liquid
Petroleum Gas Association accredited installer. This certification must be produced at
the time of application.
2. The proprietor must notify the Council in writing if their vehicle has an LPG system
fitted during the currency of a license. The notification must be made within 5 working
days and include the provision of the certification referred to above.
General condition, cleanliness and appearance of vehicle
a. Every vehicle must be maintained in a safe and clean condition at all times and is subject
to such examinations as are required by the Council.
b. Seats must still be fully ‘sprung’, free of stains, tears, cigarette burns or repair, and not
threadbare. Floor coverings must not be unduly worn and present no trip hazards. Household
carpeting or similar is unacceptable and must not be used. Upholstery (headlining and side
panel coverings) must be free of ingrained grime, fractures and maintained in the
manufacturers original style.
c. Luggage and storage areas must be kept as free space for passenger’s luggage.
4. If at any time the vehicle is involved in an accident, however minor, the driver must
inform the Council of this fact as soon as possible and in any event within 1 working
day. An accident record form must be completed and submitted to the Council.
5. The vehicle must be presented for inspection at the Council’s authorised testing station
as soon as possible after the accident has taken place. The appointment will be
arranged by the Council following receipt of the accident notification who will notify the
vehicle proprietor of the date and time. Failure to present the vehicle for the
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appointment may result in the vehicle’s license being suspended until such time as the
vehicle is presented for examination.
6. If the vehicle is so damaged that it cannot be driven, then the vehicle proprietor must
inform the Council of this fact. The Council will then advise the proprietor of the action
to be taken. In such cases the proprietor is advised to take photographic evidence of
the vehicle’s condition that clearly illustrates the reasons why the vehicle cannot be
driven / presented for examination.
7. All repairs must be carried out without undue delay and the Council may require the
vehicle to be inspected by the Councils examiners once repairs have been made.
h. Bodywork must be maintained to a good condition; paintwork must be sound, well
maintained and free of corrosion, inferior re-spray work or ‘cover up’ temporary repairs.
9. The proprietor/ driver employed to drive the vehicle must ensure that the licensed
vehicle has a daily safety check. As a minimum this must be a visual check on all lights,
oil, water, tyres, mirrors and seat belts. A written record must be made of each safety
check, details of faults recorded and remedial action taken. The record must be signed
by the person undertaking the safety checks and kept in the vehicle for a minimum of
30 days and then for a further six months by the proprietor.
On being so required by a Police Officer or Authorised Officer or Vehicle Examiner the driver
must produce, to that officer, the recorded daily checks kept in the vehicle and the proprietor,
on request by that officer, must produce those recorded checks in his possession and/or those
kept in the vehicle.
4. Vehicle Signage and Markings
1. The following must be in place at all times, except when the vehicle is parked
outside the registered, permanent home address of the driver.
1. i A license plate securely affixed to the rear of the vehicle, in a holder
supplied by the Council.
2. ii A sign / notice securely affixed to each front door of the vehicle.
3. iii A notice permanently fixed to the interior glazed surface of the quarter
light of both rear doors so that the contents of the notice are visible from
both the outside and inside of the vehicle. The vehicle’s license number
must be displayed on the notice and be visible from inside of the vehicle.
4. iv A notice permanently fixed to the interior glazed surface of the front
windscreen so that the contents of the notice are visible from the
outside of the vehicle.
5. v A notice, clearly visible from all seats and passenger compartment,
identifying the current driver of the vehicle, as prescribed by the
Council.
6. vi A notice which clearly alerts passengers to the presence and location
of an audio activation button within the vehicle and details the steps
required for activation, and the reasons why audio may be activated
within the vehicle.
2. Requirements iii, iv, and vi must be permanently affixed to the interior of the
vehicle at all times.
3. Requirement v must be securely affixed to a holder prescribed by the Council
at any time when the vehicle is being used as a licensed vehicle.
4. No other signs, notices, advertisements, plates, marks, numbers, letters,
figures, symbols, emblems or devices whatsoever shall be displayed on, in or
from the vehicles except as may be required by any statutory provision, except
for when a taximeter is fitted to the vehicle.
5. In certain circumstances (such as in cases of executive hire), the Council will
permit a deviation from these conditions. A request for such a deviation will
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need to be made in writing to the Council and will be determined by the
Licensing Board.
6.
5. Equipment and fittings
a. The vehicle and all fittings and equipment must, at all times when the vehicle is in use or
available for hire, be kept in a safe, tidy and clean condition and relevant statutory
requirements must be complied with.
2. There must be provided and maintained in the vehicle at all times when it is in use or
available for hire a suitable efficient fire extinguisher of a make and type suitable for
use on a motor vehicle and approved by the Council, i.e. 2.0kgs dry powder or 2.0 litre
AFFF (Aqueous Film Forming Foam). All fire extinguishers must be fitted with a gauge.
Such fire extinguisher shall be fitted in a bracket in such a position in the vehicle as to
be readily available for immediate use in an emergency. The extinguisher must be
checked every 12 months by a competent person to check that is still in working order
and the certificate of inspection must be retained by the vehicle proprietor for at least
12 months.
3. The registration number of the vehicle must be permanently and legibly marked on the
extinguisher.
4. There must be provided and maintained in the vehicle at all times when it is in use or
available for hire a suitable and comprehensive first aid kit of a type that meets the
requirements of British Standard BS8599-2 (medium sized kit). Such kit must be kept
in such a position so as to be readily available for immediate use in an emergency.
5. The registration number of the vehicle must be permanently and legibly marked on the
first aid kit.
6. If a Driver Safety Shield is fitted (either before the license has been granted or during
the currency of the license) the following applies:
1. i It will be of a make, type and design previously approved by Authorised
Officers of the Council (for fittings during the license);
2. ii it must not be changed in any way from its original design and must remain
free of damage;
3. iii it must remain clear and translucent; free of scratches, clouding or stickers
which would impede the drivers or passengers visibility;
4. if it must not impede entry and egress or present a trip hazard to passengers
using the vehicle; and
5. v the Installation and continued subsequent maintenance must be in
accordance with manufacturer’s specifications and recommendations.
7. All audio equipment must be factory fitted as original standard equipment, or a factory
fitted optional upgrade. No additional audio equipment e.g. Boom Boxes in boots /
additional speakers are allowed to be fitted in and connected to the vehicle.
6. Meters, fares and fare cards
1. A meter must be fitted to the vehicle and installed in accordance with the
manufacturer’s instructions. If a meter is fitted to the vehicle, it must have been
installed in accordance with the manufacturer’s instructions, tested and verified by the
Council. The tariffs with which the meter has been calibrated must be displayed in the
vehicle in such a position as to be visible to passengers. Such a table must show full
particulars of all tariffs calibrated on the meter including a statement that the Council
has no control over the table of fares.
2. A notice must be displayed within the vehicle in such a position as to be visible to
passengers stating that if the meter is not used, the fare should be agreed between
the passenger(s) and driver before commencement of the journey. Any fare agreed in
this way must be the fare that is charged at the end of the journey, unless the customer
agrees to it being varied.
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3. If a fare has not been agreed between the driver (or operator) and the customer, then
the fare charged must be that which is shown on the meter. A statement to this effect
must be made on the notice referred to in b. above.
7. Seats and passengers
1. The proprietor must not allow a greater number of passengers to be carried in the
vehicle than the number specified in the license.
2. Where the seating in the licensed vehicle can be rearranged, the proprietor must
ensure that no more seats than are stated on the license, including wheelchair(s), are
fitted in the vehicle whether occupied or not. Once the vehicle has been tested and
approved by the Council, the seating layout must not be altered without further
approval except for the temporary accommodation of a wheelchair in vehicles
approved for such purpose.
3. Seats can be mounted on tracking fastened to the floor of the vehicle using Unwin
Safety Systems seat fixings or similar approved make to the satisfaction of the Council.
These seats can then be removed or reinstalled as necessary to allow space for one
or more wheelchairs. Any tracking system used must be correctly aligned and spaced
to allow easy removal of the seat. Fastenings for the tracking must be in accordance
with the manufacturer’s specification and approved for use by the Council.

8. Communication equipment
1. Radio communication equipment licensed by the Department for Business, Energy
and Industrial Strategy (BEIS) may be fitted for use in connection with the Private Hire
Operator’s base station. Where fitted it must be in a manner approved by the Council.
Citizen Band Radio, or similar non-commercial radio capable of both sending and
receiving messages which are not licensed by the Department for BEIS cannot be
installed in any licensed vehicle. The use of scanner equipment is also prohibited.
2. Equipment fitted for the use of the driver to receive information on bookings must be
fitted securely in the vehicle and in a manner, which does not obstruct the view of the
driver through the windscreen. Any wires used for connection of the equipment must
not be left in a dangerous manner.
9. Drivers
1. Any person who drives the vehicle for any purpose must hold a driver’s license issued
by the Council, even when the vehicle is not being used for journeys where a booking
has taken place. Each proprietor must, before a driver commences to drive the vehicle,
satisfy him/herself that the driver holds a valid driver’s license issued by the Council.
2. In order to comply with this requirement a proprietor must examine each driver’s
license – any infringement could result in suspension or revocation of licenses. The
driver of the vehicle, if not named on the license, will be regarded as an employee of
the named proprietor(s).
3. Proprietors must ensure that all driver(s) of the hackney carriage are fully acquainted
with the need to provide all reasonable assistance to passengers especially those with
a disability. In respect of disabled passengers a driver must not fail or refuse to carry
out a booking by or on behalf of a disabled person accompanied by an ‘assistance
dog’ unless the driver has a Medical Exemption granted by the Licensing Authority and
is displaying their Exemption Certificate in the approved manner or in the vehicle.
4. The proprietor must ensure that any driver of a wheelchair accessible vehicle holds a
Driving Standards Agency (DSA) Wheelchair Assessment Certificate.
5. The proprietor must keep a written record showing the following in respect of every
driver of the hackney carriage detailed in this license:
i.
the name and address and date of birth of the driver of the vehicle;
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ii.

iii.
iv.

the number and date of expiry of every license issued in respect of the driver
under Section 51 of the Local Government (Miscellaneous Provisions) Act
1976 during such time as the driver is driving the vehicle.
the date on which the driver commenced driving the vehicle;
the date on which the driver ceased driving the vehicle.

The proprietor must keep the records prescribed above for a period of two years from the date
on which the driver first commenced driving the vehicle. These records must be made
available upon request to any Police Officer and/or Authorised Officer of the Council.
10. Insurance and Insurance Cover
At all times, the proprietor must, during the period of this license:
keep in force in relation to the use of the vehicle as a hackney carriage vehicle a policy of
insurance complying with the requirements of Part VI of the Road Traffic Act 1988.
On being so required by an authorised officer, produce for examination at the Licensing Office
within seven days of such request, the certificate of insurance issued by an insurer in respect
of the vehicle for the purpose of Part VI of the Road Traffic Act 1988.
b. Failure to comply with this condition may result in the suspension of the vehicle license.
11. Convictions
a. The proprietor of a hackney carriage vehicle must notify the Council in writing within 5
working days and provide full details of any conviction, binding over, caution, warning,
reprimand or arrest for any matter (whether or not charged) imposed on him / her (or, if the
proprietor be a company or partnership, on any of the directors, partners or secretary) during
the period of the license. This is fully detailed in Appendix D of this policy.
12. Transfer of License
a. If the proprietor of a hackney carriage licensed by the Council transfers his interest in the
vehicle to a person not named in the license, he must within fourteen days after such transfer
give notice in writing thereof to the Council specifying the name and address of the person to
whom the hackney carriage has been transferred.
13. Change of address
a. The proprietor must notify the Council in writing of any change of address within 7 days of
such change, whether permanent or temporary.
14. Requirements to undertake additional tests
a. A licensed vehicle which attracts a vehicle suspension notice (VOR) for serious defects may
be required at the discretion of an Authorised Officer of Wakefield District Council, to
undertake a further test to demonstrate that the vehicle is roadworthy before the suspension
will be lifted. The cost of such a test is to be borne by the proprietor.
15 Advertisements
o

o
16 Colour
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Advertisements may be displayed on the vehicle provided that:
 the advertisement is in accordance with the Council’s published
conditions in relation advertisements on vehicles, and
 the Council has provided written approval for the advertisement to be
displayed.
The hackney carriage proprietor submitting any advertisement for approval
must pay an appropriate fee to cover the cost of the administration involved.




The vehicle will be coloured white.
The colour of the vehicle must not be altered during the period that the vehicle
is licensed.

Note: In addition to the foregoing conditions, the proprietor is required to comply with statutory
requirements and attention is drawn in particular to the Town Police Clauses Act 1847, the
Hackney Carriage By-laws made under that Act and Part II of the Local Government
(Miscellaneous Provisions) Act 1976.
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Appendix L - Private Hire Operator License Conditions
Section 55 of the Local Government (Miscellaneous Provisions) Act 1976 - Part II
Operator License
1. The operator is responsible for all persons that they employ, contract or use in the
course of their business. To that end, the operator must undertake sufficient checks to
satisfy themselves that only suitable drivers and ancillary staff are used (and continue
to be used) in the course of their business. The failure of an operator to ensure that
appropriate checks are carried out may call into question the operator’s fitness and
propriety. In addition, a failure to take appropriate action in relation to drivers that
persistently breach license conditions may also be detrimental to the continued fitness
and propriety of the operator.
2. The operator license is not transferable and the person to whom it is issued must
display it in a prominent position at each business premises recorded on the license
at all times during the currency of the license, so as to be on view to members of the
public, except on such occasions as the license is presented to the Licensing Authority
for amendment, or if it is required to be produced for inspection by an Authorised
Officer of the Council or a Police Officer.
3. A separate license will be issued in respect of each approved secondary booking
office, if any.
4. Applications in relation to any intended change of business premises must be made in
writing and approval obtained before being so used.
5. The Operator must notify the Council in writing of any change in partnership,
directorship, ownership, management or control of the business within 5 working days.
6. The Operator must notify the Council in writing within 7 days of any other material
change affecting the license during its validity.
7. The operator must not at any time operate more private hire vehicles than are specified
on his/her license without the prior consent of the council and by applying to increase
the number of vehicles allowed to be operated on his/her license.
8. A licensed operator must inform the council if they are going to be absent from the day
to day running of the business for a period of 2 consecutive months. In doing this, the
operator must give the name of the person that will be responsible for the running of
the business on their behalf.
i. Operators must conduct their business in accordance with all relevant statutory provisions.
This includes health, safety and welfare legislation, environmental legislation and
equalities legislation.

Business premises
1. The Operator must only conduct business from the Office at the address specified on
the License. Any operator wishing to conduct business from any additional address(es)
(e.g. secondary booking offices) must make application in writing to the Council’s
Licensing Office and await approval from the Licensing Office before making use of
any additional premises, in addition to any other consents required. The Council
reserves the right for an Authorised Officer to inspect all such premises for suitability
and compliance with the requirements of these Conditions.
2. The Operator must not cause or permit the business premises to be used by any other
person(s) for any other purpose than that connected with the operation of the private
hire business. This condition will not apply if the business premises is the residential
address of the licensed operator.
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3. The Operator must not conduct his business, nor employ or utilise any person to
conduct his business in any premises, the use of which have not been approved by
the Council.
4. The Operator must provide at the business premises an area to which the public have
access for the purpose of making a booking for the services of a licensed private hire
vehicle, and for the purpose of awaiting the arrival of such vehicle subsequent to any
booking. This condition will not apply if the business premises is the residential address
of the licensed operator.
5. If the licensed operator employs any other person to work at the business premises,
the premises must be kept clean, adequately lit, heated and ventilated and must
conform to all other legal requirements including the legal requirement that no smoking
be allowed on the premises under the requirements of the Health Act 2006; the
requirements of the Regulatory Reform (Fire Safety) Order 2005 which requires that a
fire safety risk assessment is in place and Health and Safety at Work Regulations.
Record of bookings
1. The operator must keep an accurate record of every booking of a private hire vehicle
or hackney carriage accepted by him/her. The loss of records by theft or otherwise
must be reported to the Council in writing within 24 hours, and also immediately to the
police in the event of theft being suspected. Separate records must be kept at each
premises from which the Operator conducts business. The records must be kept at all
times at the business premises and not removed.
2. All such records must be in English, permanent, legible and preserved for a period of
not less than 12 months following the date of the last entry.
c. Records must be kept in one of the following forms:
i.

a bound book with consecutively numbered pages (loose leaf registers are not
acceptable) or;
ii.
on continuous stationery which has been generated in the form of an instantaneous
print out by a computerised system. The Operator must ensure that adequate supplies
of continuous stationery and ink cartridges are maintained and that the printer is
appropriately replenished to ensure that at all time s full and legible booking details are
printed, or;
iii.
a computerised recording system which automatically generates a permanent entry
onto a secure memory device, at the same time the booking is entered onto the
system. Satisfactory certification from the program supplier/installers must be
produced to the Council before using any such system for the recording of bookings
required by law to be maintained. Such certification must confirm that the system
stored or recorded is tamper- proof; and once, inputted cannot be altered, amended,
deleted or added to in any way. Any change to the recording system must only be by
way of prior written agreement from the Council.
iv.
The storage device should be kept in a secure place at the premises for production on
demand by the Police or an Authorised Officer.
4. In respect of which ever system is used, the Operator must, at the time the booking is
taken, enter therein:
v.
the date and time the booking was received, any subsequent cancellation, and
the signature (or in the case of a computer system, the identity) of the person
taking the booking;
vi.
the name and address of the hirer;
vii.
the time of the journey, together with the journey date if different from the
booking date; the address or name of the premises from which it is to
commence (i.e. the point of pick-up of the passenger(s)) and the address or
place of destination;
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viii. the private hire/hackney carriage plate number of the vehicle to be used for the journey
(personal code systems are not acceptable);
ix.
the badge number of the driver of the vehicle used;
x.
remarks (including details of any sub-contracting to another licensed operator).
5. Where any bookings are sub-contracted either by the operator to another licensed
operator, or are accepted by the operator from another operator, a full record of the
booking (in line with point d above, and notes must be included; including the name of
the sub-contractor and contact information).
6. No alterations to records may be made – any amendment must be made to the original
record by way of an addition.
7. Entries in the bound book, or on the digital copy generated by a computerised system,
must cover a twenty-four-hour period and must contain information in relation to only
one private hire firm and no details in connection with the bookings of other private
hire firms. The Operator must ensure that any booking clerk involved is competent in
the recording of bookings and operating the system used.
8. The records of bookings must be maintained and kept up to date at all times and must
be made available for inspection at all reasonable times without notice by any duly
Authorised Officer of the Council or any Police Officer. Such Officers must be permitted
to photograph and / or remove such records howsoever kept from the premises is so
required.
9. The Operator must ensure that any personal information obtained during the course
of their business is stored securely, and only retained for as long as is absolutely
necessary. Access to this information must be restricted to only those persons who will
use it for the purpose for which it has been collected.
10. Personal information must not be used for any other purpose other than that for which
it was collected without the express permission of the individual to which the
information relates.
11. For example, telephone numbers provided by customers so that they can be alerted /
updated by SMS text message with regard to a booking they have made must only be
used for this purpose. The information must not be retained by the Operator after the
text message has been sent, and / or used for any other purpose (such as unsolicited
marketing calls).
12. The Operator must keep records of the particulars of all private hire vehicles and
drivers operated by him/her. Such records must include details of the owners,
registration numbers and drivers of such vehicles, together with any radio
communications equipment fitted.
13. The Operator must keep these records for a period of two years from the date on which
the driver first commenced driving for the Operator.
GENERAL CONDITIONS
14. The Operator must not operate a private hire vehicle/ hackney carriage unless the
vehicle and driver are licensed by the Council. The Operator must personally examine
vehicle licenses and insurance certificates to satisfy himself / herself as to their validity.
15. The Operator must not fail or refuse to accept a booking by or on behalf of a disabled
person accompanied by an ‘assistance dog’ when the reason for failure or refusal is
that the disabled person will be accompanied by the ‘assistance dog’.
16. The Operator must not accept any booking for a particular private hire vehicle /
hackney carriage which would require that vehicle to carry more passengers that is
licensed to carry.
17. The Operator must not operate a private hire vehicle / hackney carriage without the
driver thereof being licensed by the Council. The Operator must personally examine
the drivers’ licenses issued by the Council and satisfy himself / herself as to their
validity.
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18. The Operator must bring to the attention of all drivers their legal obligations regarding
the use of seat belts by both adults and children under 14 years of age.
19. The Operator must bring to the attention of all drivers their legal obligation regarding
no smoking in vehicles under the Health Act 2006.
20. The Operator must ensure that all drivers are aware of their obligations under any
other legislation relevant to the work of a private hire vehicle.
21. The Operator must ensure that all licensed drivers who carry out work on behalf of
their company act in a civil and orderly manner both towards customers and any other
member of the public.
22. The operator must provide a prompt, efficient and reliable service to members of the
public at all reasonable times and, for this purpose, must in particular:
i.
Ensure that when a private hire vehicle has been hired to be in attendance at
an appointed time and place, the vehicle must, unless delayed or prevented by
sufficient cause, punctually attend at the appointed time and place.
ii.
Behave in orderly and civil manner and must take all reasonable precautions
to ensure the safety of all persons conveyed in licensed vehicles operating from
his/her office premises.
23. Only equipment licensed by the Department for Business, Energy and Industrial
Strategy (BEIS) must be used for the purpose of conducting the business authorised
by this license. The BEIS license must be produced on request to the Police or an
Authorised Officer. CB apparatus must not be used in connection with any private hire
booking at any operating address or in any private hire vehicle/hackney carriage
available from such operating base.
24. The use of scanner equipment is prohibited.
25. Any advertising of the Operator’s business, no matter in what form, must include the
Operator’s name and/or trade name as approved by the Council in accordance with
the name entered on the Operator’s License issued by the Council.
The Operator must not trade under any name for private hire purposes unless such trade
name has been approved by the Council and has accordingly been entered on the Private
Hire Operator’s License issued by the Council.
The operator must supply a copy of advertising materials to the Council for recording on file.
The operator must ensure that all advertising materials comply with Advertising Standards
Authority requirements and do not contain offensive, misleading or potentially inflammatory
wording which could be seen as defamatory.
The Operator must ensure that Public Liability Insurance is in force throughout the validity of
the license for each and every operating base open to the public to a minimum cover of £1
million. Certification must be produced on demand to the Licensing Office or any Authorised
Officer.
The Operator must affix a properly printed notice in a prominent position inside the business
premises, so as to be easily read by any person seeking to hire a private hire vehicle/hackney
carriage, stating that any complaints regarding a hiring relating to his/her business should be
addressed to:

Wakefield Council Licensing Service,
Wakefield One Building,
Po Box 700
Burton Street
Wakefield WF1 2EB
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Such notice must also state that the Council does not control the fares for private hire vehicles
and that, in the absence of any fare scale published by the Operator, the fare should be agreed
before the journey commences. Any fare scale in operation must be on prominent public
display and be an accurate reflection of the charge, including any specific additions i.e. Bank
Holidays and after midnight loading (including any waiting times) which the customer may be
expected to pay.
f. The operator must notify the Council in writing within 5 working days (or 3 working days in
the case of arrest) providing full details of any conviction, binding over, caution, warning,
reprimand or arrest for any matter (whether or not charged) imposed on him / her (or if the
Operator is a Company or Partnership on any of the Directors, Secretary or Partners) during
the period of the license.
The Operator must notify the Council in writing within 7 days of any change of home address
whether permanent or temporary.
Where any property is left by a customer in the business premises, or in any vehicle used for
any hiring and placed in the Operator’s safekeeping by the driver thereof, the operator must
endeavour to arrange to return such property to its rightful owner, failing which it must be dealt
with in accordance with legal requirements and handed in as found property to the police
within twenty-four hours.
The operator must not, by him/herself, his agents, or any other person importune, or cause or
permit to be importuned any person by calling out or by any other means whatsoever to hire
any of the licensed vehicles under his control.
The operator must not cause or permit the private hire vehicle license plate or any notices that
are required to be displayed on the inside or outside of a private hire vehicle to be:

1. Concealed from public view
2. Defaced
3. Disfigured
The operator must ensure that the license plate and notices are always legible and displayed
in accordance with the conditions of the private hire vehicle license.
All license holders must subscribe to the Disclosure and Barring Service Online Update
Service. Any costs associated with maintaining this subscription must be met by the license
holder.
The license holder must give permission for the Council to undertake checks of their DBS
status should the Council consider it necessary to do so. The Council will use the update
service to monitor the criminal record of license holders.
License holders are required to provide Basic DBS checks for all ancillary staff that take
bookings and dispatch vehicles for the Operator. The operator is responsible for keeping a
register of all staff that take bookings, dispatch vehicles or have access to the operators
booking system, and keep an accurate record of DBS checks for all individuals listed. These
records are required to be provided to the Council, on request from an authorised officer, by
the relevant private hire Operator for all such individuals. Where a DBS check cannot be
completed for an individual who resides outside of the UK, the Operator will be required to
provide equivalent evidence of employment checks which will be presented to Licensing Board
for consideration. The operator must notify the Council within five working days if any driver is
subject to the operator’s internal disciplinary processes or any other action that results in the
driver being permanently or temporarily removed from the operator’s system of allocating work
to the driver.
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Any passenger that makes a complaint to the operator regarding the conduct of a driver that
they operate (or operated at the time of the conduct) must be informed that they should also
make the Council, and if appropriate the police, aware of their complaint. The Operator shall
ensure a record is made oat the time of the complaint in a consecutively numbered bound
book and kept on the premises at all time for inspection by a Council Licensing Officer, the
Police or any other agency authorised by The Council.
The Operator must notify the council without delay if the operator receives a complaint about
a driver operated by them if the complaint relates to any of the following:



allegations of sexual impropriety (including the use of sexualised
language)



violence (including verbal aggression)



theft.
any other serious misconduct (including motoring related matters).

Operators must not use, or facilitate the use of, any software, technology or other device that
is capable of impeding the lawful activities of enforcement agencies or the regulatory activity
of the Council. Such software would include Greyball and similar technologies.
In these Conditions:
“Operator” means the person who is the current holder of an Operator’s License “Business
premises” means the operating premises from which the Operator conducts the business
NOTES
These conditions should be read in conjunction with the provisions of Part II of the Local
Government (Miscellaneous Provisions) Act 1976.
Any person who commits an offence against any of the provisions of the Act pursuant to
Section 76 may be liable on summary conviction to a fine not exceeding Level 3 on the
standard scale.
The use of a licensed private hire vehicle to fulfil any private hire booking requires the driver
to hold a currently valid private hire driver’s license even if no fare is charged for the journey
or irrespective of when, how and to whom any fare is payable. Operators are reminded that
the use of free fare cars/courtesy cars which are not licensed as private hire vehicles is not
permitted for private hire journeys. Every contract for the hire of a licensed private hire vehicle
is deemed to be made with the Operator who accepted the booking for the hire vehicle whether
or not the Operator provided the vehicle.
Any failure on the part of the operator to make appropriate enquiries as to the licensing status
of drivers and/or vehicles for any purpose could be construed as reasonable cause to suspend
or revoke the license. The onus remains with the Operator to clarify any legal requirements
which he or she may be required by law to observe.
Any applicant not currently licensed by the Council as an Operator or driver must submit to
the Council a Basic Criminal Records Disclosure as to unspent convictions. Such Disclosure
to be no more than 1 month old at the time of submission.
Where an operator license is revoked by the council, the name (or a similar name) of the
private hire company associated with that license cannot be used by another operator until
such time as six months has elapsed since the date of revocation or the date on which all
appeal processes have been concluded (whichever is the longer).
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Any infringement of the licensing conditions could lead to suspension or revocation of the
license.
Any request for advice from the council in relation to licensing legislation should be in writing
to which a written response will be given so as to avoid any future dispute as to the advice
given. This does not preclude you from obtaining your own independent legal advice.
Any person aggrieved by any condition specified in the license may appeal to a Magistrates
Court within 21 days of issue.
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Appendix M – National Revocations (NR3) Policy
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1.0

Introduction

1.1

The Local Government Association has commissioned the development of a national
register of hackney carriage and private hire vehicle driver license refusals and
revocations, the ‘National Register of Refusals and Revocations’ or NR3. The NR3
contains information relating to any refusal to grant, or revocation of, a taxi drivers’
license. This information is important in the context of a subsequent application to
another authority for a drivers’ license by a person who has had their license refused
or revoked in the past. Wakefield Council are considering signing up to use NR3.
This means that when an application for a taxi drivers’ license is refused, or when an
existing taxi drivers’ license is revoked, that information will be placed upon the
register.

2.0

Scope

2.1

This policy covers how Wakefield Council will use NR3 and how the Council will
comply with data protection requirements.
In this policy, the ‘first authority’ refers to a licensing authority which made a specific
entry onto the National Register of Refusals and Revocations; the ‘second authority’
refers to a licensing authority which is seeking more detailed information about the
entry.

2.2

3.0

Overarching Principles

3.1

When an application for a new drivers’ license, or renewal of an existing drivers’
license is received, Wakefield Council will search the NR3. The search will only be
made by an officer who has been trained in the use of the NR3 and who is acting in
accordance with this policy. If details are found that appear to relate to the applicant,
a request will be made to the authority that entered that information for further details.
Any information that is received from any other authority in relation to an application
will only be used in relation to that application, and the determination of it, and will
not be used for any other purpose. Any data that is received will only be kept for as
long as is necessary in relation to the determination of that application. This will
include the period of time processing that application, making a decision, notifying
the applicant of the outcome of that decision, and the appeal processes. Any such
data will be kept for a period of no more than 35 days from the date of the service of
the written notification of the determination of the application.
Where an appeal to the magistrates’ court is made, the data will be retained until that
appeal is determined or abandoned. Where the appeal is determined by the
magistrates’ court, there is a further right of appeal to the Crown Court. In these
circumstances, the data will be retained for a period of no more than 35 days from
the date of the decision of the magistrates’ court. If an appeal is made to the Crown
Court, the data will be retained until that appeal is determined or abandoned. Where
the appeal is determined by the magistrates’ court or the Crown Court, it is possible
to appeal the decision by way of case stated. Accordingly, the data will be retained
for a period of no more than 35 days from the date of the decision of the Crown Court
(if the decision was made by the magistrates’ court, the retention period has already
been addressed). If an appeal by way of case stated is made, the data will be retained

3.2

3.3
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3.4

until all court proceedings relating to that appeal by way of case stated (which will
include potential appeals to the Court of Appeal and Supreme Court) has been
determined.
The data will be held securely in accordance with Wakefield Council’s general policy
on the secure retention of personal data. At the end of the retention period, the data
will be erased and/or destroyed in accordance with Wakefield Council’s data
protection policy.

4.0

Adding details of a refusal or revocation

4.1

NR3 is a mechanism for licensing authorities to share details of individuals who have
had a hackney carriage or private hire vehicle driver’s license revoked, or an
application for one refused. This is necessary for the performance of a task carried
out in the public interest or in the exercise of official authority vested in the licensing
authority – Wakefield Council – that is, assessing whether an individual is a fit and
proper person to hold a hackney carriage or private hire vehicle driver’s license.
Where an application for a license is refused, or an existing license is revoked,
Wakefield Council will record this decision on NR3. The information recorded on NR3
will be limited to:

4.2










name
date of birth
address and contact details
national insurance details
driving license number
decision taken
date of decision
date decision effective

Data is held on the NR3 register for a period of 25 years. Historic data of license refusals or
revocations will be uploaded onto the database (where available) from a period not exceeding
25 years or the date from which historic data is held. Before this is done, Wakefield Council
shall write to those individuals to whom the data refers stating that the data will be uploaded
at a future date of not less than 28 days. The letter should include the purpose of the data
processing, the legal basis for it and their various rights to object in regard to this. A template
letter is attached at the end of this policy.

5.0

Checking the NR3 register as part of the application and renewal process

5.1

When an application is made to Wakefield Council for the grant of a new, or renewal
of, a taxi driver’s license, Wakefield Council will carry out a search on NR3.
Wakefield Council will then retain a clear written record of every search that is made
of the register. This will detail:

5.2






the date of the search;
the name or names searched;
the reason for the search (new application or renewal);
the results of the search; and
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5.3
5.4

5.5

the use made of the results of the search (this information will be entered to the
register at a later date).

This record will not be combined with any other records (i.e. combined with a register
of licenses granted) and will be retained for the retention period of 25 years.
If Wakefield Council discovers any match (i.e. there is an entry in the register for the
same name and identifying details) a request will be made to the authority that
entered those details (the first authority) for further information about that entry.
That request will also include details of Wakefield Council’s data protection policy in
relation to the use of any data that is obtained as a result of this process.
This request will be made in writing in accordance with the form at the end of this
policy. It will be posted or emailed to the contact address of the authority that entered
those details (the first authority) which will be detailed in the register.

6.0

Responding to a request made for further information regarding an entry on NR3.

6.1

When Wakefield Council receives a request for further information from another
authority a clear written record will be made of the request having been received.
This record will not be combined with any other records (i.e. combined with a register
of licenses granted) and will be retained for the retention period of 25 years.

6.2

Wakefield Council will then determine how to respond to the request. The council will
not simply provide information as a blanket response to every request.

6.3

Wakefield Council will conduct a Data Protection Impact Assessment. This will
consider how the other authority (the second authority) will use the data, how it will
store that data to prevent unauthorised disclosure, the retention period for that data,
and the mechanism for erasure or destruction of the data at the end of that period. It
is expected that if the second authority has adopted a policy similar to this, that should
be a reasonably straightforward process.

6.4

If Wakefield Council is satisfied that the other authority’s (the second authority) data
protection procedures are satisfactory, consideration will then be given as to what
information will be disclosed. This will be determined by an officer who has been
trained to discharge this function. Any disclosure must be considered and
proportionate, taking into account the data subjects’ rights and the position and
responsibilities of a taxi driver. Data is held on the NR3 register for a period of 25
years, but Wakefield Council, (the 1st authority), will not disclose information relating
to every entry. Each application will be considered on its own merits.

6.5

Wakefield Council will disclose information relating to a revocation or refusal to grant
a drivers’ license in accordance with the timescales contained within Wakefield
Council’s policy. Where the reason for refusal to grant or revocation relates to a
conviction which is within the timescales determined in this policy the information will
be disclosed. Where the reason for refusal to grant or revocation relates to a
conviction which is outside the timescales determined in these guidelines, the
information will not be disclosed. However, in every case, consideration will be given
to the full circumstances of the decision and there may be occasions where
information is provided other than in accordance with this policy.
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6.6

Any information about convictions will be shared in accordance with this policy under
schedule 1, part 2, paragraph 12 of the Data Protection Act (DPA) 2018; that is:
Regulatory requirements relating to unlawful acts and dishonesty etc.
12(1) this condition is met if—

6.6.1

6.6.2
6.6.2.1
6.6.3
6.6.4



(a)
(b)

the processing is necessary for the purposes of complying with, or assisting other
persons to comply with, a regulatory requirement which involves a person taking
steps to establish whether another person has—
committed an unlawful act, or
been involved in dishonesty, malpractice or other seriously improper conduct,
in the circumstances, the controller cannot reasonably be expected to obtain the
consent of the data subject to the processing, and
the processing is necessary for reasons of substantial public interest. (2)In this
paragraph—
“act” includes a failure to act;
“regulatory requirement” means—
a requirement imposed by legislation or by a person in exercise of a function
conferred by legislation, or
a requirement forming part of generally accepted principles of good practice relating
to a type of body or an activity.

Or,
Schedule 1, part 2, paragraph 11 of the Data Protection Act (DPA) 2018; that is:
Protecting the public against dishonesty etc.
11

(1) this condition is met if the processing—

(a)
(b)
(c)

is necessary for the exercise of a protective function,
must be carried out without the consent of the data subject so as not
to prejudice the exercise of that function, and
is necessary for reasons of substantial public interest.

(2) In this paragraph, “protective function” means a function which is intended to
protect members of the public against—

(a)
(b)
(c)
(d)
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dishonesty, malpractice or other seriously improper conduct,
unfitness or incompetence,
mismanagement in the administration of a body or association,
or
Failures in services provided by a body or association.

6.7









The officer will record what action was taken and why Wakefield Council will
make and then retain a clear written record of every decision that is made as
a result of a request from another authority. This will detail:

the date the request was received
how the data protection impact assessment was conducted and its conclusions
the name or names searched
whether any information was provided
if information was provided, why it was provided (and details of any further advice
obtained before the decision was made)
if information was not provided, why it was not provided (and details of any further
advice obtained before the decision was made) and
how and when the decision (and any information) was communicated to the
requesting authority.

This record will not be combined with any other records and will be retained for the retention
period of 25 years.
7.0

Using any information obtained as a result of a request to another authority

7.1

When Wakefield Council receives information as a result of a request that has been
made to another authority, it will take that information into account when determining
the application for the grant or renewal of a taxi drivers’ license. This will be in
accordance with the usual process for determining applications.
Wakefield Council will make and retain a clear written record of the use that is made
of the results of the search (this information will be added to the register detailed
above). Information that is received may warrant significant weight being attached to
it, but it will not be the sole basis for any decision that Wakefield Council will make in
regarding the application.

7.2
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Appendix N - Scheme of delegation
Responsibility/powers that are being sub- Private hire and Hackney Carriage
delegated
The determination of applications for private
hire and hackney carriage drivers licenses in
accordance with the Council’s Conviction
Relevant extracts from 3.2 of the Council’s Policy.
Constitution “responsibility for Council
Functions (Non-Exec)”
The continuation revocation suspension or
renewal of private hire and Hackney carriage
drivers licences in accordance with the
All Functions related to Licensing and council's conviction policy.
registration activities including street trading The suspension of private hire and Hackney
and sexual entertainment venues
carriage vehicle licences.
All Licensing Functions including but not Gambling Act 2005
restricted to those under the Licensing Act
2003, the Gambling Act 2005, and the Police suspension of licences for non-payment of
and Social Responsibility Act 2012
annual fees
Licencing Act 2003
Suspension of licences for non-payment of
annual fees
the dissemination of applications for minor
variations made in respect of premises
licences granted under the licencing act
2003
Pavement Cafes
suspension revocation of licences and
removal of an authorised pavement cafes

Name of Officer(s) with current delegated Glynn Humphries, Service Director,
power
Environment and Property

Name of Officer(s) and job title to whom Darren Pollington –
power is being sub delegated
Licensing Manager.

Enforcement

and

Sharon Owen – Anti Social Behaviour and
Licensing Manager.
Dave Hollis – Senior Licensing Officer
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Christopher Burnett – Senior Licensing
Officer

Is the sub delegation time-limited?

No

If yes, for how long?

N/A

Responsibility / powers that are being sub- Private hire and Hackney Carriage
delegated
The suspension of private hire and Hackney
carriage
vehicle
licences
following
inspection by a Licensing Enforcement
Officer
Licensing Act 2003
To act as a responsible authority on behalf
of the licensing authority.

Name of Officer(s) with current delegated Glyn
Humphries,
Service
power
Environment and Property.

Director,

Name of Officer(s) and job title to him power Paul Dean – Licensing Enforcement Officer.
is being sub delegated
Gareth Waterson – Licensing Enforcement
Officer
Paul Sullivan – Licensing Enforcement
Officer

Is the sub delegation time-limited?

No

If yes, for how long?

N/A

Signed (Officer who is sub-delegating the authority)

Date - 6 August 2019
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………………………………………………………………………………………..

Notes
In accordance with the Officer Scheme of Delegation:
The fact that a function has been delegated to the Chief Executive, a Corporate Director, or a
Service Director does not require the Chief Executive/Corporate Director/Service Director to
give the matter his/her personal attention and he/she may arrange for such a delegation to be
exercised by an Officer of suitable experience and seniority. However, the Chief
Executive/Corporate Director/Service Director remains responsible for any decision taken
pursuant to such arrangements
“Functions” for these purposes is to be construed in a broad and inclusive fashion, and
includes the doing of anything which is calculated to facilitate or is conducive to the discharge
of any of the specified functions
The Chief Executive may consider in respect of any matter that the delegated authority should
not be exercised and that it should be referred for consideration to Cabinet.
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Appendix O – Knowledge Test Guidance April 2012
1.

Process

1.1
The Council has decided that from 1st April 2012 anyone wishing to be licensed as a
private hire or hackney carriage driver within the Wakefield District must undertake a
Functional Skills Literacy and Numeracy Assessment and Knowledge Test.
1.2
The Knowledge Test cannot be undertaken unless the applicant has successfully
obtained a Level 1 in the Functional Skills Literacy and Numeracy Assessment carried out by
Wakefield Adult & Community Education Service (ACES).
1.3
The Numeracy and Literacy Assessment must be carried out by ACES. An
assessment certificate at Level 1 produced by an applicant from any other service provider
will not be accepted.
1.4
A Service Level Agreement with ACES sets out the process for all matters relating to
the Functional Skills and Literacy Assessment and must be read in conjunction with this
guidance.
1.5
In instances where a complaint is found against a licence holder or their continued
fitness to drive is called into question, the Licensing Manager has the discretion to request
that they undertake either the Knowledge Test or the Literacy and Numeracy Assessment, if
it is felt that either could be appropriate in establishing a licence holders continued fitness to
drive.
2.

Cost

2.1
The cost of the Knowledge Test and training pack for a new applicant is included in
the licence application fee.
2.2

A test fee will be charged in the following circumstances;
a) If an applicant fails the test
b) If a current licence holder is required to undertake the test as at 1.5 above.
c) If an applicant fails to attend on time
d) If an applicant fails to bring their identification
e) If an applicant fails to cancel the test at least 48 hours before their appointment.

3.

Booking System

3.1
Before accepting application and booking a test, an Officer will copy the Level 1
Assessment Certificate or check database of scanned assessments.
3.2
The Officer taking the application will book the applicant in for the next available
Knowledge Test and provide them with details of the booking.
4.

Training Pack

4.1
A pack of revision material developed specifically for the knowledge test at Wakefield
Council will be issued to each applicant on booking.
4.2
The only revision aid not provided is the Highway Code. Applicants will be informed
that they must have regard to the Highway Code prior to attending the test. The Highway
131
VERSION 7

Code is available to read online at www.direct.gov.uk or available to purchase at any local
bookshop.
4.3

A fee for the pack will be charged in the following circumstances;
a) If requested prior to booking the Knowledge Test
b) If an additional pack is requested

5.

The Test

5.1

Two officers from Licensing will deliver the test.

5.2

The test will be paper based

5.3

There will be 50 multiple-choice questions asked in the test;
Licensing Law – 15 questions
Customer Care – 5 questions
Disability Awareness – 5 questions
Road Safety – 5 questions
Personal Safety – 5 questions
Local Knowledge – 15 questions

5.4

The test will last 75 minutes.

5.5

An officer will create the test from a large bank of questions. This will be done manually
each time to ensure that no test is the same.

6.

Location of Test

6.1
The Licensing Office will determine the location of the test and an applicant will receive
this information when the test is booked.
7.

Time

7.1

The applicant must arrive at least 10 minutes prior to their test appointment.

7.2

The test will last a maximum of 75 minutes.

8

Number of Attendees

8.1

No more than 25 applicants will be tested at any time.

9.

Identification

9.1
An applicant must bring their original Ordinary Road Traffic Act Driving Licence with
them to the test. Failure to bring a current driving licence will result in the applicant not being
able to undertake the test.
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9.2
The officers delivering the Test will check an applicant’s identification with that
provided when application was submitted and that attached to the copy of the applicant’s
Literacy and Numeracy assessment. The Officer present must be confident that the
identification produced is a true likeness of the individual presenting himself or herself for the
test. If not, the Officer may ask for further forms of identification. If still not satisfied the test
may be deferred at the Officers discretion to allow time for the matter to be investigated.
10

Mobile Phones and computer aided devices

10.1 Applicants will be asked to leave their mobile phones or other computer devices in a
safe place within the room away from where they are sat to undertake the test.
11.

Pass rate

11.1

An applicant will be required to obtain a pass rate of 85%

12.

Cancellations

12.1

An applicant must give at least 48 working hours’ notice of cancellation.

13

Test Results

13.1 Results will not be issued on the day of test. Results will follow by post within 10
working days.
14.

Timescale

14.1 An applicant must successfully pass the Knowledge Test within 3 months of receipt of
a satisfactory Disclosure and Barring Service Certificate.
15.

Problem Management

15.1

Cheating
If an individual is found cheating on the test then the test will be terminated and the
person asked to leave. A statement must be written and signed by the Officer who
observed the cheating and forwarded to the Licensing Manager without delay. This
person will then be excluded from undertaking the assessment for a further 3 years. A
person aggrieved by this decision will have a right of appeal to the Licensing Manager.

15.2 Any person found to be impersonating another individual will be reported to West
Yorkshire Police for the offence of conspiracy to commit fraud.
15.3

Unacceptable Behaviour
If an individual acts in a manner deemed unacceptable by an Officer, for example; failing
to comply with reasonable requests, rude or violent behaviour then the assessment will
be terminated and the person asked to leave. A statement must be written and signed
by the Officer concerned and forwarded to the Licensing Manager without delay. This
person will then be excluded from undertaking the assessment for a further 3 years. A
person aggrieved by this decision will have a right of appeal to the Licensing Manager.

16

Review

16.1 This policy will be continuously monitored and, if necessary, a review will be
undertaken. It will be fully reviewed every 3 years.
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